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Recently announced—and 

getting enthusiastic acceptance 

everywhere! Secretaries love this ALL- 

NEW Smith-Corona ‘‘Eighty-Eight’’ for its 

brand new, tireless “touch’’ and effortless action. Two added 

keys, four extra characters now — making 88 characters in all. 

Plus many other new features, exclusive features— for increased 
speed, greater office efficiency and perfect writing results. 


And this is the Smith-Corona 
Carbon-Ribbon Typewriter... another brand new model! 


The Carbon-Ribbon “write” is really some- 
thing to see. Crisp, clean, print-like letters. 
Perfect for special correspondence, reports, 
and for reproduction by offset, photolith, 
etc. Carbon-Ribbon and fabric ribbon are 
interchangeable, easily and quickly. 


Smith - Corona Inc Syracuse 1 N Y Canadian factory and offices: Toronto, Ontario. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons. 
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CUT REPRODUCTION COSTS! 
INCREASE PRESENT OUTPUT! 


by making your own negatives for 
offset reproduction with the easy-to- 
operate ‘‘Seventeen”’ copy camera. 





The ROBERTSON 
‘“Seventeen’’ Copy Camera 


A complete, ready-to-use package unit, 
including lens, film holder, electric timer, 
lights, copy holder and storage cabinet. 
Simple enough for anyone to operate. 


Here's what YOU can do with 
the SEVENTEEN” Camera 


Reproduce your own drawings, illustrations FR F Send now for your free 


copy of the ‘‘Seventeen"’ 


and pictures for offset duplication 


Manual of Operation, an illustrated 48 


Cut negative costs approximately in half page booklet that shows how anyone 
can easily operate the ‘'Seventeen'’ cam- 


Enlarge or reduce size of artwork for repro- ero. No obligation. 
duction 


Avoid time delays caused by outside services R 
i 0 


Increase output of present equipment PneTe:areuaars 
Reduce purchase of outside duplicating work 
Manufacturers of graphic arts 


equipment for more than 35 years 
Utilize present personnel more fully 2060 tliten Avenue 


Utilize present space (only 28 in. x 8 ft.needed) Chicago 18, Illinois 


Keep negative control under direct supervision 





How To SUCCEED 
WHILE YOU’RE STILL YOUNG 


is SURPRISES many people to learn that the average age of the men who 
respond to our advertisements is closer to forty than to twenty. But 
it's not hard to understand why this is true! Most young men are satisfied 
with their progress in business. Their native ability and energy are 
enough to win them regular promotions and salary increases. They find 


success only a matter of time. 
But the day comes, often with a shocking suddenness, when this easy and 


casual progress ends abruptly. 


Many a man wakes up with a start in his thirties or forties to find that 
his income has leveled off, and that promotions have ceased. 

“I'm not getting ahead as fast as I should,” he says to himself. ‘Where 
am I going to be ten years from now?” 

Sheer ability and energy can carry a man to the mid-way point in 
business... but only a thorough knowledge of business fundamentals can 


help him beyond that point. 


If you realize that fact while time is still on your side—and act on it 
—you can succeed while you're still young. 


FREE—“FORGING AHEAD IN BUSINESS” 


We do not claim that you must have the 
Alexander Hamilton Course in order to 
succeed in business. But we do say that you 
cannot succeed without what is in the Course! 

All the Institute does is offer you a con- 
venient and time-saving means of bringing 
this knowledge to you in your spare time; 
and in a form that has proved to be practical. 

So that you may judge for yourself 
whether or not you think the Institute can 
help you, we have published an informative 
48-page book titled “Forging Ahead in 


Business”, for which there is no charge. 

We believe that this little book will help 
any man get down to bedrock in his think- 
ing; however, there's no cost or obligation 
for it because—frankly —we've never been 
able to put a price on it that would reflect 
its true value. Some men have found a 
fortune in its pages. 

If you would like a complimentary copy 
of “Forging Ahead in Business,” simply 
sign and return the coupon below. It will 
be mailed to you promptly. 





ALEXANDER HAMILTON INSTITUTE 
Dept. 250, 71 West 23rd Street, New York 10, N. Y. 
In Canada: 57 Bloor Street, West, Toronto, Ont. 


Please mail me, without cost, a copy of the 48-page book— 
“FORGING AHEAD IN BUSINESS.” 


Name 





Firm Name 





Business Address 





Position 





Home Address 
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Now! The worlds’ fastest, 


THERMO-FAX one-step 





A completely dry process... 
copies in just IS seconds | 


NO CHEMICALS, MASTERS, OR SPECIAL 
NEGATIVES! For incoming correspondence 
e Master file records where only one original 
exists e Charts, sketches, rough drawings e 
Newspaper and magazine articles e Person- 
nel records e Shipping orders e Accounting 
tabulations e Invoices e Requisitions e Con- 
tracts e Budgets e Book pages e Sales orders 


2 
La 
ao 


LJ 
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cleanest copying method... 


—_— q — —  ———————— 





A new, extra-quick method of copying that makes 
exact copies of any black and white original—does it with- 
out chemicals, special masters, negatives, developers, or 
drying! New infra-red process (exclusive with THERMO- 
FAX DUPLICATOR) makes dry copies of letters, invoices, 
records—almost anything written, typed, or drawn—in 15 
seconds flat! So simple to operate, even inexperienced 
personnel can produce perfect copies with but a minimum 


of instruction. 


Bosses like THERMO-FAX because: 


THERMO-FAX® copies trans- 
parent, opaque,and two-sided 
originals; meets the frequent 
office need for fast, clean 
copies of letters, invoices, re- 
cords. 


THERMO-FAX method of copying costs 75% 
less than retyping; is 40 times faster than 
the world's champion speed typist. And even 
inexperienced personnel turn out professional 
jobs with THERMO-FAX! 


eC Lil 
: oe MINNESOTA MINING & MFG. CO. 
i: O-34a, St. Paul 6, 
[_] Please send me name of nearest Thermo-F ax 
f dealer. 


: [] Please arrange a free demonstration in my 
own office without obligation. 


Dept. 


NAME. 


COMPANY... ccccccccccccccccccccces 
ADDRESS... .ccccccccccccccscccsccccscacees 
CITY. ccccccccccccccccccce sc LONE. oo STATE. .ceee 


Made by the makers of § 
famous “‘Scotch” Brand Jj 
Cellophane Tape. 


Thermo-Fax is a registered trademark of Minnesota Minin 
Export; 122 E. 42nd St., New York 17, N.Y. In Canada: London, Ont., 
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Secretaries like THERMO-FAX hecause: 


No messy chemicals, washing, 

processing, or developing are 

involved e Perfect duplication 

—no need for proofreading or 

correcting ¢ No other method 

of duplicating is so simple and 

easy to use e Fasfest copying method there 
is — turns out dry copies of originals in just 
15 seconds. 


Like to see an actual THERMO-FAX ® 
demonstration? IE se fill out and return 
the coupon. No obligation, of course. 


Minn. 


and Mfg. Co., 
Can. 


St. Paul 6, Minn. General 





Machines Are a 


Working Girl's 
Best Friend 


ESTHER R. BECKER 


0 pouBT, American women feel 

that all work should be done by ma- 

chinery, as far as possible. They 
would be foolish if they did not.” Is 
this the opinion of a girl in a modern 
office? No, it is from a section on Em- 
ployment in a book Common Sense 
about Women, published in 1882. If 
women were enthusiastic about machines 
then, they have reason to be a hundred 
more times so today, because women 
have invariably taken over occupations 
when they became mechanized. In many 
offices, however, emphasis is concentrated 
chiefly on the cost-efficiency angle of 
business machines. We need to also 
show our office girls thaé machines bene- 
fit them as individuals—in terms of 
their own job satisfaction. 

To begin with, if it were not for ma- 
chines, we might not have over 8 million 
clerical employees today. The first prac- 
tical typewriter was put on the market 
in the 1870’s. It was operated by 
women from the very beginning. Other 
types of office machines were invented 
later and these, too, were run largely by 
women. Office machines, particularly 
the typewriters, in the operation of 
which women showed so much adaptabil- 
ity and skill, began the custom of at 
least one woman in practically every 
office. 

In 1870 the number of women in of- 
fices were a mere 13,500. Only about 
900 women were bookkeepers, account- 
ants and cashiers in 1870. Men were 40 
times as numerous. Now more than half 
are women with the total number of 
women in accounting office jobs close 
to half a million. 

One would think that labor-saving 
mechanical improvements would have 
reduced the number of clerical workers. 
Yet, in spite of the introduction of these 


machines, the number of clerical work- 
ers has increased—not only numerically, 
but more rapidly than any other occu- 
pational group. 

We have already seen that machines 
have been a major factor in creating 
jobs for women numerically. Machines 
have also enabled women to make com- 
paratively faster progress in reaching 
top jobs in offices than they have in 
other fields—94% of all secretaries are 
women. In the home office of one in- 
surance company, it is reported that 
women hold one out of every five of the 
higher level positions. Women have the 
edge in banks, which are highly mechan- 
ized. The American Institute of Bank- 
ing reveals that currently about 60% of 
the nation’s 400,000 bank employees are 
women. They occupy every job from 
messengers to vice presidents. 

Modern eareer girls are rising to the 
upper brackets of business, according 
to a report made by Harvard and Bos- 
ton Universities, together with Sound- 
seriber Corp. “Today’s career girl is 
moving steadily toward higher respon- 
sibility and inereased authority,” 1s 
their conclusion. “She may be 
yet.” On the other hand, in factories 
only four out of a hundred women are 
officials. Women represent less than 
5% of any high grade professional 
group as doctors or engineers. 


boss 


Machines help women advance in of- 
fice jobs because the simplicity of the 
machine permits even new employees to 


do expert work faster—almost immedi- 
ately. Machines do the repetitive aspects 
of the work. This leaves women free 
to exercise the functions of judgment, 
analysis, inspection. 

Perhaps we cannot assume that there 
is any correlation between the increas- 
ing use of machinery and the high inei- 
dence of marriage among working girls 
today—more than half of all office girls 
are married. But we do know that mod- 
ern machines and equipment, both in 
the office and in the home, play a major 
role in enabling a woman to hold down 
two jobs. Machines accomplish work 
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woman to do her work with more se- 
rene composure. “When I go home at 
night, ’m not a bundle of nerves like | 
used to be,” says a billing clerk in a 
large utility. “Since I have my new 
accounting machine, I never have to 
worry about mistakes. Everything checks 
out automatically. The answer is al- 
ways accurate. There’s no friction with 
the other girls, because I never hold 
them up trying to find my errors.” 

The girl who works with calm poise, 
in turn, attracts men, although not 
everyone can credit an electric type- 
writer with being cupid, like the typist 
in the circulation department of a metro- 
politan newspaper. Here’s how she tells 
her story: 

“Garry, who’s a reporter in the edi- 
torial office upstairs, used to stop and 
watch me work whenever he passed. 
Naturally, I'd smile at him... just a 
little. One day he said, ‘I’d give any- 
thing if I could type like you. You're 
always so calm and collected, too! When- 
ever I type my copy, I slave over my 
machine, pecking away with one finger. 
Ruin reams of paper. Maybe you could 
give me some pointers.’ 

“One thing led to another. ‘Anyone 
with such an even temper, who’s never 
cross nor tired at the end of the day, 
ought to make a pretty good wife 
good enough for me!’ was the way he 
proposed.” 

What Garry admired was Peg’s emo- 
tional stability which is so important 
for the business woman that you will 
find this a real test of potential success, 
says Beth Bailey McLean, in her book, 
The Young Woman in Pusiness. Selling 
business machines to office employees so 
they will derive maximum job satisfac- 
tion out of the equipment requires that 
we show them machines mean more jobs, 
better jobs, and inerease’ their chances 
of combining careers and marriage. 


faster and more efficiently; help a 


OFFICE PIN-UPS by Felt & Tarrant Mfg. 
Co.; Monroe Calculating Machine Co.; 
Moore Business Forms, Inc.; Underwood Corp. 





The Complete Methods Study 


WALTER L. ALVES 
Director, Methods Division, Consumers Cooverative Assn., Kansas City, Mo. 


}ODAY we need no longer explain 

what is meant by the title “methods,” 

when a study of our clerical opera- 
tions is described. The term is synony- 
mous with others such as “systems,” 
“procedures,” “office engineering,” ete. | 
prefer the term “methods” because it em- 
braces all the others and, in my opinion, 
indicates a program which ineludes: 
policy, organization structure, authori- 
ties and responsibilities, personnel re- 
quirements, forms, records, reports, in- 
structions, equipment, physical layout, 
cost comparisons. This approach indi- 
cates, however, that the staff activity 
performing these studies must be 
equipped and have the authority of 
management to perform the study of its 
operations on this basis. 

Generally speaking, most executives 
desire to achieve the advantages to be 
gained from this type of study and are 
willing to have the staff function do the 


job by providing an independent and 
unprejudiced viewpoint to secure the 
best results. When the program is set 
up initially, operating executives may 
feel that their prerogatives of intimate 
knowledge and experience in the parti- 
cular activity are being abrogated. In 
this case, the term “operating personnel” 
indicates any individual or group 
charged with the responsibility of actual- 
ly performing the tasks required. 
Operating personnel will generally feel 
that they alone are able to determine 
the needs of the particular jobs under 
their jurisdiction and resent any in- 
dividual who presumes that, without 
knowledge and years of experience in 
the capacities being reviewed, he can 
do a job of evaluation and recommenda- 
tion and arrive at an equally satisfac- 
tory answer. 

This burden that the methods staff 
must bear is similar to that borne by 


1. Policy 

2. Organization Structure 

4. Personnel Requirements 

5. Forms 
6. 
1. 
8. 
9. 


10. Physical Layout 
11. Cost Comparisons 
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the accountant who many vears ago was 
considered a bookkeeper. Only through 
long and continued effort on the part 
of thousands of accountants were 
operating people convinced that even 
without intimate experience of manu- 
facturing processes, sales or merchandis- 
ing techniques, the accountant could 
evaluate results achieved and offer 
recommendations in the business opera- 
tion so that corrective measures could 
be taken before disaster. I believe the 
personnel man is in a like position. He 
must apply an analytical technique to 
the selection of individuals which em- 
braces personality, knowledge and ex- 
perience and decide their fitness to the 
particular situation for which the 
operating executive is seeking a_ pre- 
determined quotient of these — basie 
factors. I do not mean to indicate, in 
this example, that final selection does or 
should take place in the personnel office. 
However, without the assistance of these 
vital staff functions, under today’s busi- 
ness conditions the majority of organi- 
zations would cease to function success- 
ful. 

If we recognize the need and value 
of the methods staff function, such a 
program could be more successfully im- 
plemented if it embraced all of the 
factors mentioned above rather than on 
any partial analysis basis. It is not my 
purpose to discuss the techniques of 
this work here, but I would like to de- 
scribe a conerete example of a study 
made by my staff in the personnel 
division. 

I met with the personnel director to 
discuss the need for a study and the 
of operations which it would 
cover. It was decided that all operations 
of the personnel division in the Kansas 
City headquarters office would be re- 
viewed and that this review would cover 
the factors mentioned above. Our 
second step Was a meeting of the per- 
sonnel director, a methods technician on 
my staff who would aet as project leader 
on the study, and myself. We decided 
on initial interviews by the project 


scope 
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leader with each of the department 
managers and section supervisors to 
acquaint them with the specific nature 
of the study of their particular opera- 
tions and to solicit a statement of any 
problems or questions which they de- 
sired to have reviewed or answered. 
Following this, one department and 
one within a department was 
reviewed at a time so that the study 


section 


progressed step-by-step through the en- 
tire division’s operations, permitting the 
project leader and the assisting analyst 
to accumulate the necessary data in an 
fashion. 
gathered 


suggestions of 


When all 
with the comments 
department managers, 
supervisors and per- 
forming the individual tasks, the project 
leader and assisting analyst analyzed 
the present methods. In consultation 
with myself as necessary, recommenda 


had 


and 


orderly tacts 


been 


section persons 


tions were developed for improvements 
by investigating each operation, form, 
record and report with the thought of 
possibly eliminating, combining, chang- 
ing the sequence or simplifying each in 
dividual item. From this effort there 
developed a statement of recommenda- 
tions and the step-by-step procedure 
proposed to accomplish the tasks on the 
recommended basis. In each case where 
a recommendation was made with respect 
to any phase of the operation, the ad- 
vantages and disadvantages were fully 
investigated and thoroughly discussed 
to be certain the recommendation could 
he adequately justified to the persons 
concerned. Comments, 
recommendations were also included with 
respect to changes required in state- 
ments of existing policy, the need for 
policy statements where there were none, 
organization structure, authorities and 
responsibilities, and all other factors 
hearing on operating results. 


suggestions or 


When the final report and recommen- 
dations were completed, a review of 
this material made in a 
with the personnel director, 
leader and myself. A full diseussion was 
116) 


was meeting 


project 


(Continued on page 





American Mutual’s 
Office Safety Program 


ELLEN M. McAINSH 


Counselor for Women’s Safety, Engineering Dept., 
American Mutual Liability Insurance Co., Boston 


EK have a comprehensive _ office 

safety program which is adminis- 

tered by our supervisory personiel 
and safety engineers. It includes periodic 
inspections of offices, an educational 
program through the company’s em 
ployee publication, and analyses of the 
causes of accidents for further correc- 
tive action. We feel that even though 
specific responsibilities for the adminis- 
tration of a safety program are assigned 
to specific persons, the maximum in sate 
work practices can be accomplished 
only if everyone throughout the office 
becomes safety conscious and carries on 
his work operations with constant re- 
gard for the safety of himself and his 


associates. 


Leaning back in a chair is unsafe and can 
cause head and back injuries. 


Following are 
tions which we 
tion service. 


some of the 
include in our inspec- 
These are covered in edu- 
cational activities to guard against acci- 
dents. Basically these provide for safe 
physical working conditions and the de- 
velopment of safe working practices on 
the part of all personnel. 


condi- 


FILING OPERATIONS: 

Filing cabinets, unless bolted together 
whenever conditions permit, constitute a 
serious hazard. Even when bolted, each 
person using them should be instructed 
to pull out only one drawer at a time 
to prevent the possibility of their falling 
forward. Single files, such as transfer 
cases, easily tip over if not interlocked 
and fastened. Single cabinets need to 
be secured to the wall or floor. Small 
card files, kept on top of correspondence 
cabinets, easily overbalance if caution is 
not used, 

File drawers should be filled only to 
average capacity to prevent the occur- 
rence of physical strain which may re- 
sult from constant pulling of overloaded 
drawers, as well as to guard against in 
juries to fingers in manipulating ma- 
terial in drawers. 

Pins are dangerous when used in filing 
material, as they cause puncture wounds 
and seratches which can result in infec 
tion, Stapling material is preferable but 
if pins must be used, employees should 
be instructed in the proper way to insert 
them and bury the point between sheets 
of paper. 

Rubber finger protectors are available 
for file clerks and employees exposed 
to reviewing files. 

Finger rimgs are 


hazardous when 
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A MARK OF PROGRESS BY 


R.C.Allen 


The only major manufacturer of business machines selling 
such a complete line through independent dealers everywhere 














For low cost and 
R. C. ALLEN Adding Machines, like 


Model 815 illustrated, deliver a greater 7 ; 
measure of service, are unmatched for Model 65; capacity 
speed, ease of operation. 9,999.99 with di- 
Sizes range to 13-column capacity in 

electric and hand-operated models. Will add eee 
subtract, multiply, divide. Each R. C. Allen’ Only $135.00 
model is an outstanding value, built 

in the tradition of unrivalled quality. 


high utility, see 


rect subtraction. 


The R. C. Allen line also includes a... 








i 25 eh 
CASH REGISTERS BY cm e 


One of the most 
popular models is 
16 models offer cash registers for all-purpose Model 


every business. No matter what the 100-D, with a 
business — an R. C. Allen modei is 999.99 capacity 


: d many features 
ideally suited to the need. aoaeliyr + Baca only 


All do double duty, combining cash in. no ge 3 noone 
register functions and adding machine Shere om $189.60, 
utility. Model 355 illustrated, is a aecetieonedaimatdatd 
versatile, multiple-total check-out unit. 


..- Wide array of specialized cash registers 











ale. BC.Allen 


a 


SS i 
a + 

fMauiiwibiatunt, tout 

z; 7) mithinhrnk 

py — = 
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For a standard 
office typewriter at 
the lowest price in R. C. Allen has made history with the 
history, see the “R. introduction of a new standard of 


pol «ce gah reg rape the industry, the beautiful VIS-O-MATIC 


complete standard with 38 points of superiority. 
typewriter, but 
costs only $140.00 
plus tax. 


Margins are both visible and automatic. 
Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 
no more than ordinary standard typewriters. 











,..two outstanding typewriter values...and... 








a Ge 
BOOKKEEPING zal Ea ie C.Allen 


R. C. Allen bookkeeping machines, like 
all the other R. C, Allen office machines, are 
designed and built to give utmost service, 
maximum dependability, at lowest cost. 
Economical desk model 1302 illustrated 
has modern front-feed carriage, automatic 
tabulation, automatic credit balance, is fully 
carriage controlled. Ideal for accounts receiv- 
able, payroll, all commercial bookkeeping. 


Free literature and information avail- 
able from the factory, sales division 


R.C.Allen Business Machines, Inc, 


679 Front Ave., N.W., Grand Rapids, Mich 


...a@ superb line of bookkeeping machines 











— 
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Electric cords strung 
between desks or 
across aisles are a 
common cause of 
dangerous falls. 


All photos in this 
article are from Amer- 
ican Mutual's Maga- 
zine of Loss Control 
for Industry. 


worn by a file clerk. They not only eatch 
on things causing injury to the fingers 
but damage the rings as well. 

Paper spike files are hazardous. When 
they must be used, extreme care should 


A heavy falling object can kill a person. 
Objects should be fastened securely to a 
stable base. 
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be exercised in their position when in 
use, and cork protector provided when 
not in use, 

File drawers are often left open and 
may cause painful accidents to unsus- 
pecting persons. Stools used at filing 
cabinets, carelessly left in aisles, create 
tripping hazards. Three-legged stools 
should not be used because of their 
tendency to tip over. 

Sharp burrs on metal filing cabinets 
should be reported promptly and planed 
or filed off to prevent damage to cloth- 
ing and person. 

Ladders used in stock rooms and stor- 
age rooms are often overlooked. They 
should be of good construction, properly 
maintained and kept out of specified 
aisles. Only employees authorized and 
trained in the proper methods of reach- 
ing high places should be permitted to 
use them as over-reaching is a common, 
unsafe practice. Ladders on casters 
should be provided with braking attach- 
ments. Chairs are not safe substitutes 
for ladders. 


OFFICE EQUIPMENT: 


Lifting and moving heavy furniture 
and equipment is work to be done by 
men who are properly equipped to do 


7 
17 





Don't use pins in filed material. 


such moving and know how to litt with- 
out strain. Assistance should always be 
secured tor weights beyond the capzcity 
of one person and proper hendling 
equipment used when needed. Women 
personnel, particularly, should not be 
permitted to do heavy lifting under any 
circumstances—this pertains to 
opening and closing heavy windows. 
Wastepaper baskets left in aisles can 
cause falls. They should be kept under 
the desk or in an out-of-the-way place. 
It is advisable to periodically inspect 
typewriter stands and office chairs to 
insure their soundness and avoid any 
possibility of their giving way because 
of loose bolts or 


also 


faulty construction. 
Casters should be carefully checked and 
replaced by competent personnel, — if 
necessary. 

To perform properly, posture chairs 
need to be adjusted to the individual's 
requirements. Whenever a chair is as- 
signed to a new employee, it should be 
readjusted. 

Horseplay and leaning back on two 
legs of a chair are unsafe practices and 
should not be permitted. 

Sufficient working recom- 
mended so that typewriter stands need 
not be placed haphazardly im aisles. The 


space is 


18 


National Safety Council advises that 
while no minimum standard has 
established, the usual minimum recom- 
mendation for offices varies from 25 sq. 
ft. to 40 sq. ft. for each worker. 

Strips of sponge rubber applied to 
clerical desks which have a single drawer 
on each side will prevent painful bumps 
trom exposed corners, 

Splinters on wood desks should be 
sanded smooth or covered betore they 
cause someone injury. 

Severe injuries have occurred when 
drawers have been left open when not 
in use. Employees who do not use the 
handle to close drop-head typewriter 
desks can receive painful bruises and 
sprains. 


been 


ELECTRICAL HAZARDS: 

It is advisable that all electrical equip- 
ment be installed in accordance with 
the National Electrie Code. Any avail- 
able and necessary guards should be in- 
stalled on electrically-driven machines. 
It is important that operators be in- 
structed personally by their immediate 
supervisors on correct operating pro- 
cedures, methods of cleaning = and 


File drawers left open when not in use can 
cause serious injuries to the eyes and head. 
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AoW Maer Bono 
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Gets More Attention, Too ny 


Continuity of design in business stationery pro- 
vides prompt recognition and the desired im- 
pression of a well-organized company that knows 
its business. 

Important, too, is having a matching quality 
in the paper used. Paper that is crisp in appear- 
ance with a sparkling cockle finish. Paper that is 
clean, tough, and makes possible neat erasures. 





You'll find these requirements in a wide range 
of tub-sized, air-dried Gilbert new cotton fibre 
papers. Ask your printing supplier. 


Monulacturing Compony 


Monutacturing Compony 


337 NORTH ADamsS avenut 
peraerie 


Monylacturing Compony 


27 NORTH ADAMS aveNuE 
ELAR FIELO manviane 


GILBERT 


PAPER COMPANY 








FOR ALL NOISY 
OFFICE MACHINES 


AT ITS SOURCE! 


The triphammer clatter of uncon- 
trolled office machine noise jangles 
everyone's nerves and reduces of- 
fice efficiency. Sof'Tone Acoustical 
Cabinets absorb this noise and re- 
duce sound volume 50%. 


QUIET office noise with Sof'Tone 
and greatly improve efficiency. 
Everyone works in comfort — pro- 
duces more. 


Results guaranteed or you do not 
pay. 


Write today for details. Give machines, 
makes, models you ese and measurements. 


ASSOCIATES 


3 COMMERCIAL ST. 
ROCHESTER 14, N. Y. 





checked. 


, maintenance, with emphasis on the im- 


portance of disconnecting power before 


| cleaning or making adjustments. Need 


for grounding of electrical equipment 


| should be checked and provided where 
|} hecessary. 


Only electric plugs which are whole 
and attached to wiring in excellent con- 
dition should be used and then checked 
to be sure no piece of metal becomes 
caught in plugs and outlets. Flashes and 
short circuits produced by broken plugs, 
faulty connections or any piece of 
metal electrical contacts ean 
cause serious accidents. 

Electric and telephone cords strung 
across aisles and between desks are the 
causes of tripping and falling. Electric 
cords hanging loose from fans which 
can be pulled over may cause accidents 
of varying severity. 

Where telephone wires have to be 
strung on the floor and concealed by 
metal strip, care should be exercised 
so arrangement of furniture will con- 
trol this tripping hazard. If this is not 
possible, employees should be warned 
frequently of the hazard. 

Overloaded outlets are hazardous and 
should not be permitted. Only licensed 
persons should be permitted to make 
electrical repairs. 

Electrie light pull chains are safest 
when insulated, especially in vicinity of 
plumbing fixtures. 


across 


Defective electric fan blades and in- 
sufficient guards on fans are items to be 
Standing floor fans, too low 
for safe operation, have caused severe 
accidents. 


| TYPE CLEANERS, SOLVENTS, INKS: 


To avoid severe and painful burns 


| which can oceur through use of flam- 


mable cleaning fluid, all type cleaners 


/ and similar solvents should be checked 


so only non-flammable cleaners will be 
used. A checking procedure is advis- 
able too so persons allergic to solvents, 


‘carbons and inking materials are not 


allowed to use them. Cleanliness and use 
of protective creams are recommended 
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MICROFILM EQUIPMENT 
the finest of its kind... made by 
MICROTRONICS CORPORA- 
TION and exclusively sold and 
serviced by PHOTOSTAT COR- 
PORATION 


For over 40 years, PHOTOSTAT COR- 
PORATION has manufactured, sold and 
serviced the finest of photographic copying 
equipment and supplies. They have been 
continuing years of successful service to 
American business and the varied require- 
ments of Federal, State, County and Muni- 
cipal governments, coast to coast. 

Today ... more than ever before... 
PHOTOSTAT CORPORATION - stands 
ready to serve you with photographic copy- 
ing apparatus and material of the very 
highest quality. From the small Instant 
Copier to the large, completely automatic 
continuous models, you can be properly 
equipped to handle your particular needs 
most efficiently and economically with the 


PHOTOSTAT is the registered trade-mark of 
PHOTOSTAT CORPORATION 
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You can 


always rely on 


OTOSTAT 


(REG. U. S. PAT. OFF.) 


the most valued name 


in the photo graphic 


copying field 


same permanent, errorless copies . . . era- 
sure-proof, water-proof, and fraud-proof 

. that set the standard of good photo- 
graphic copying the world over. 

Yes ... the trade-mark “PHOTOSTAT” 
... Wherever you see it... means the most 
efficient equipment and supplies for copying 
anything and everything that is written, 
printed, drawn, typewritten, blueprinted or 
photographed. 

We will welcome the opportunity to 
confer with you on your copying problems 
and to make specific recommendations as 
to how you can best solve them . . . with 
worthwhile savings in time and money. 


Write us for further information 


PHOTOSTAT CORPORATION 
299 STATE STREET, ROCHESTER 14, NEW YORK 


Service offices in most principal cities and in Canada 


21 





for persons exposed to these hazards. 


FIRE, SMOKING: 


When smoking is permitted in the 
office, care should be exercised in the 
disposal of matches, ashes and cigarette 
stubs, keeping them securely in an ash 
tray large enough for the needs and 
allowing the stubs to cool before dis- 
posing of them in a metal wastepaper 
basket or container. “Never allow a 
cigarette to go out unescorted.” 

Employees should be familiar with 
the fire-fighting equipment, its location 
and manner of use in case of emergency. 
Knowledge of fire exits is essential and 
fire drills are advisable. 

FATIGUE: 


Fatigue is a major contributory cause 
of many accidents. Such items as proper 
ventilation, adequate lighting (as recom- 
mended by the Illuminating Engineering 
Society and approved by the American 
Standards Assn. for specific tasks), rest 
periods, snack bars and d advi ice On proper 





BELIEVE ME! 


factors 
this 
shadows 


nutrition are among the many 
for consideration in combating 
cause. Glare, reflections and 
enter into the lighting hazard. 
MISCELLANEOUS: 

No article on this subject would be 
complete without mentioning the hazards 
of extremely high heels worn by some 
female employees which, combined with 
overwaxed, exceptionally slippery or 
defective floor surfaces, contribute to 
severe falls. Good working conditions 
and safety educational campaigns are 
recommended. 

From the human element aspect, 
due haste, running at blind corners in 
hallways, on stairs, on ramps and on 
floors of different elevations; improper 
use of revolving doors; improper closing 
of safes and vaults so that fingers are 
not away from the door edge; use of the 
tongue for sealing envelopes; use of 
razor blades not in protective guards; 
haphazard handling of scissors; broken 
glass indiscriminately disposed of, are 


un- 


SEE. ABILITY with VERD-A-LITE 


1 ai 


In many offices around the country, 
office managers are getting more efficiency 
and happier personnel by switching to 
Verd-A-Lite fluorescent tubes and Verdex 
coated incandescent lamp bulbs. Both tubes 
and bulbs filter out the harsh glare of 
infra-red and ultra violet rays providing 


> is our key to office efficiency 


working spaces with soft, color corrected 
white light. Maintenance is kept to a 
minimum because of the built-in quality of 
Verd-A-Ray lamps backed by Verd-A-Ray’s 
liberal written guarantee with each tube 
and starter combination. Write today 
for more information. 


Complete line of standard fluorescent colors available. 


VERD-A-RAY CORPORATION, 


615 FRONT STREET, TOLEDO, OHIO 
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lt takes TWO | 


to make it work 


And it takes TWO communica- 

tion systems to give business the 

complete efficiency it needs for 

today’s quick, competitive pace! 

(1) Your regular city-phone service and (2) a fully automatic Kellogg 
System ... to handle all inside calls—to free your switchboard for those 
incoming-outgoing calls so vital to your success! 


KELLOGG INTERCOMMUNICATION SYSTEMS— 
DESIGNED FOR ANY BUSINESS, ANY BUDGET! 


Fully guaranteed! . . . Completely automatic! . . . A Kellogg Intercom- 
munication System requires no switchboard, needs no operator. Instantly 
connects you with any department or key personnei—gives you quick 
conferences without leaving your desk—keeps your conversations private. 
All stations call each other with the quick flick of a dial! 


KELLOGG SELECT-O-PHONE — serves one to 55 stations. Saves time, 
steps, money! 


KELLOGG RELAYMATIC— for systems requiring more than 55 stations. 
Provides for any future expansion! 


Available through Kellogg’s nationwide dealer service organization. Your 
dealer will gladly survey your inside communications problem, without 
obligation to you. Send coupon TODAY. 


PREMLOGE 55 Hsnmcnion 5.0 


THE /WE/DE VOICE OF BUSINESS 


KELLOGG SWITCHBOARD AND SUPPLY COMPANY 


A Division of International Telephone and Telegraph Corporation 


iis ssa sa Ss lhe cist otis ip oh ae sis ips a i lt 4 


SPECIAL PRODUCTS DIVISION, Dept.10-C 

Kellogg Switchboard and Supply Company 

Sales Offices: 79 West Monroe Street, NAME_______ 
Chicago 3, Illinois COMPANY___ 
Show us how we can save time and money 
with A KELLOGG INTERCOMMUNICATION 
SYSTEM. iss 


ADDRESS___ 
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AT HAND... 
THE RIGHT 


HANDS! 


IN 


with 


TELKEE 
Moore Key Control 


With Moore Key Control Te_Kzg, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, 


compact cabinets, easy toset upand operate. | 


Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 








among the causes of accidents. On the 


| other hand, lack of sufficient handrails 
| on stairs; no anti-slip treads on stairs; 


steps flush with door; doors opening in- 
wards instead of outwards; springs on 
doors at tension so they will operate too 
slowly; low windows not protected with 
bars and cracked porcelain fixtures are 
among the most common causes of acci- 


dents. 


FIRST AID FACILITIES; 

No safety program is complete with- 
out the provision of first aid facilities 
and this includes a competent person 
to render first aid. These first aid facili- 
ties should be publicized so employees 
will report all injuries, however slight, 
for treatment. Many severe cases can 
be avoided by prompt and efficient first 
aid treatment. and adequate follow-up. 





ON OFFICE SUPPLIES 


SAVE 


A Procurement Plan 
to fit the needs of 
every Purchasing 
Agent—from the very 
largest to the smallest 
firm, 


Tuos. J Morans Sons 


Seven Fourteen Girod Street 
New Orleans 12, La. 


Please send me a copy of your 
free, illustrated catalog. 














Name of individual 
Name of Firm ....... 
Address 


eee 


Feeseueeeu eee" 
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Save Time, Reduce Errors with the New 1954 
AYRES PAYROLL TAX COMPUTER 


com- 
plete 


$14.9 


SPLIT-SECOND COMPUTATION OF 
F.1.C.A. AND WITHHOLDING TAX 


Payrolls can be simple—when your clerks use the 
AYRES PAYROLL TAX COMPUTER! Twist the 
dial, get accurate tax deductions—all on one line 

from any wage payment to any employee regardless 
of dependents or pay period. Complete with 1954 
tax rates, Write today for your AYRES COMPUTER 
—complete with drum of your choice. (Specify 
weekiy, bi-weekly, monthly or semi-monthly.) Use 
it 30 days, then pay only $14.95 if completely satis- 
eg meewinn return it and owe nothing. Order 


APPLAUD SALES CO., Dept. 3-OF 
98 Park Place, New York 7, N. Y. 











THe Orrice—March, 1954 





100 Postings in 20 Minutes’ 
—with ROL-DEX* by Watson! 


established 1887 


The Companion Companies of Omaha, Neb., praise ROL-DEX' “accuracy, 
speed and precision." 


One of the ROL-DEX units in U B H & A, Omaha, Nebraska 


The Companion Companies, among the most progressive insurance companies 
in America, say this about ROL-DEX: "There is no appearance of hurry and 
worry, yet everyone is working at top speed... The system reduces 
fatigue because the girls remain seated at approximate desk level." Their 
equipment “will pay for itself in two years." Investigate ROL-DEX—the 
modern machine filing system—now! 


NO 
WALKING 
WATSON MANUFACTURING CO., Inc. 
Roi-Dex Division, Dept. O-11 
NO Jamestown, New York 
STOOPING Please send me information about ROL-DEX record units. 
Company 


NO 
SQUATTING 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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pe ae | 
highest Guay 


Aitelameta= 


Fue tale is told of three laborers 
who, when asked what they were doing, replied 
as follows: — The first grumbled that he was working 
for six shillings a day. . . The second grunted 
that he was toting bricks to his dad on yonder ledge . . 
The third, with pride in his voice and stars in his eyes, 


said “I, sir, am helping to build a cathedral!” 


Prise of workmanship! How vitally this 
unseen factor contributes to the enduring excelience of PANAMA- 
BEAVER Ribbons and Carbons! Brilliantly origiaated. meticulously 
planned, scientifically manufcctured with built-in Will to Serve 
~—such precious products could never reflect the obvious defects 
of mass-production — because we, too, are 


“helping to build a cathedral.” 


PANAMA-BEAVER 
ittbond Catbing 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17. N. Y. 


INKED RIBBONS 














“ Sfalionals save us $359,000 


a year...repay their cost 


every 10 months!’’ 


“Like good railroad operation, our accounting and sta- 
tistics must run ‘on schedule’. National Accounting 
Machines sharply reduce our cost of Payroll Accounting, 
Check and Voucher Writing, Accounts Receivable, Dis- 
bursement Analysis, and numercus other accounting jobs. 
“We also use National Cash Registers in ticket offices and 
dining cars forcontrol and public service; and use National 
Adding Machines for general figure work. 


“Our investment in 


Nationals is $302,296, Vly, 


and our annual savings 
are $359,000.” Vice-President, Finance and Accounting 





No matter what the size or type 
of your business, National 
machines pay for themselves out 
of the money they save, then 
continue savings as handsome 
annual profit. 


STADE MARK REG. U8 PAT.OFF. 


THE NATIONAL CASH REGISTER COMPANY, parton 9, ono 
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LOOKS MAKE SOME DIFFERENCE 


When you want to attract atten- 
tion — and interest — good looks 
count. 

If your duplicating machine 


has been turning out dim, 
smeared or sloppy work, you may 
be having paper trouble — here’s 
a suggestion. 

There’s an Eastern paper es- 
pecially engineered for the type of 
machine you have. That means it 
has the best finish, the proper 
bulk, the exact amount of sizing 
necessary to produce clear, clean, 
sharp impressions all the way 
through the run. 


Next time use the special paper 
Eastern makes for your machine. 
Any of the following papers will 
prove our point — result in good 
looks — and looks make some 
difference: 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 





EASTERR 


ATLANTIC BOND [QI1)- PAPER 
A 





MADE BY EASTERN CORPORATION - BANGOR, MAINE 
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| YOU NEED THIS 
' Challenge 
! EQUIPMENT 


PAPER CUTTERS: 


11 models — 7 sizes .. . from 

lever cutters in bench and fioor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRitts: ft ee 
For standard run of loose- : Challenge 


leaf work. Also adapt- eases 
able for variety of TRADE-MARK (@® 
novelty jobs. 9 styles 
4 available — hand, 
foot, power models. Seer, Tile ee eT ee eee 


dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


; i i : ‘ Send details as checked below: 
PRESSES: oe Bee {[] Paper Cutters * [_] Paper Drills 
Always a sharp [] Proof Presses (_] Paper Punches 
clean impression; 
easy Operation. Name 


Full selection of 5 
styles — 5 sizes. Full Address 


Mail coupon for specific information ———enew oe =e we ow 
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BUSINESS EXECUTIVES 


find answers to 
many problems in 


HOW 
WHAT 
WHY 


NO LUMPS IN U.S.E. ENVELOPE 
GUMS 


Double pressure-filtering is the last in a 
long chain of operations in the manu- 
facture of envelope gums at U.S.E. There 
ore 39 regular-formula gums, including 
GRIP-QUIK® for bond envelopes — plus 
innumerable others for special orders — 
all made under strict laboratory con- 
trol. Thus you can be certain that the 
gum used is always right for the paper 
and right for the job. 


it pays 
to use U.S.E. Envelopes 


to use envelopes 
to improve business 


types and sizes 
of envelopes to use 


Every sale — every pur- 
chase — goes through the 
HOW and WHAT stages 
to the WHY stage... 
where the buyer must be 
shown the difference be- 
tween good and “good 
enough.” 

In envelopes this difference shows up in 
more attractive printing with less head- 
aches for the printer, easier addressing, 
firmer sealing, greater security in the mails 
—and better impressions on those who 
receive your envelopes. 

To help you see HOW envelopes can 
improve business and WHAT envelopes to 
use, U.S.E. offers the “HANDBOOK.” 
And to help you convince yourself and 
your associates that it pays to buy good 
envelopes, U.S.E. offers the book “What’s 
in it for me?”. 

You'll find both of these books helpful 
and interesting. 


We Be © is ready to help you? 


U.S.E., which guarantees its envelopes, and your envelope supplier. Ask him 
for free copies of the Handbook and “What's in it for me?”. 


UNITED STATES Cy 
ENVELOPE COMPANY Springfield 2, Massachusetts 


15 Divisions from Coast to Coast 


30 


E2-B2 
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Electrifying 


Announcement! 


For 21 years. IBM has been making the finest typewriters in 

the world! And now two new model IBM Electrics are ready 

for you—the new Standard and the new Executive*! 
These new IBM’s have exciting new features never before 

available on any typewriter! And the work anyone can turn 

out is so fine that every letter is a masterpiece of typing! 
You can get all the facts about these beautifully-designed 

IBM’s by writing to: 


N | IB * | International Business Machines, Dept. OF 
e W M 590 Madison Ave., New York 22, N. Y. 














Electric ‘Typewriter 


#TRADE MARKS 
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FASTENER 





The ACCO Unit System of Filing 


—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
234” centers, is 
filed with the 
established file 
unit for “custo- 
mer” or “subject” 
and stays in file 
indefinitely, a 
ACCO.- 


bound unit. 


secure 


When reference is required the 
bound unit is drawn from file with 
assurance that all related papers 
are together, in proper sequence, 
and protected 
from loss or mis- 
placement in the 
reference and 
handling that 
may follow be- 
fore the file is re- 
turned to its 
drawer or cabinet. 


Basic Accessories to ACCO Unit Bindin g: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 — 314.” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 
No. 10 - 234"centers (1/,”) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. 
In Canada: ACCO CANADIAN CO. LIMITED, Torento 
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“AUTOMATION 


exclusive figuring *automation makes MONROE 
the world’s finest fully automatic calculator! 


The Monro-Matic is the fully automatic calculator so responsive that anybody simply sets the problem. 
Then it answers swiftly and automatically, without chance of error. That's Monroe figuring automation 


in which the machine receives the problem and never stops or needs attention in giving its instantaneous 
answer! Monroe Calculating Machine Company, Inc., Orange, N. J. Sales and Service everywhere. 


Machines 
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CHECK THESE FEATURES 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots fer bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped fiat. Assembles quickly and eusily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 





Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 











No. 511 LETTER SIZE 

Inside Drawer Dimensions: 1244” x 10'2" 
x 24” long. 

PRICE, CARTON PRICE, 

ACH EAGH 
ZONE |! .. $4.90 $4.70 
ZONE 2.. 5.35 5.15 
ZONE 3 . 5.60 5.40 
PACKED FLAT—6 to CARTON. Wt. 48 
Ibs, Unit consists of four pieces, shell, 
drawer and two steel stackers. 
Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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“everybody 


’ ...but EVERYBODY... 


cad SUIFT 


They rush in twenty times a day: “Where's the Swift?” The machine weighs 
only 614 lbs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 
a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to “stand and wait” to use it. I showed her the visible dials, the 
large clear type, the two-color ribbon and even did 150 operations 
a minute for her. 


Z. S: Some of the men would like to take ithome fj My beloved 
in its zippered case to finish work at night — but Me, Swift costs 
I lock it in my desk drawer! $ 
At better Office Machine Dealers everywhere or write for information TODAY on 9950 
u 
SWIFT BUSINESS MACHINES CORP. tax” 
Great Barrington, Massachusetts 
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mechanize mass mailing 
with the 


INSERTING: MAILING MACHINE 


The Inserting & Mailing Machine 
cuts mass mailing costs 4/5ths! 
How? By cutting processing time 
. . . labor costs . . . spoilage and 
waste due to human error. Apply 
this tremendous saving to your 
postage and cut costs. Inserting & 
Mailing Machine’s tireless steel 
fingers flick through any mass 
mailing in jig time. Spoilage and 
waste are eliminated. One clerk ae? 
does the work of a squad. 2 


Let us prove it to you a “i MAILGINEERING CASE HISTORY +434 
with a test run of one ; Phoenix Mutual Life Insurance Co., Hart- 
of your own mailings. ' ford, Conn., says: “Our | & M MACHINE 
Use the coupon or drop ' ; has been in operation since 1947. We find 
us a line on your - P it speeds up billing, saves labor, and 


letterhead. enables us to include advertising material 
at minimum cost.” 


INSERTING AND MAILING MACHINE COMPANY, puiiiirssurc, new seesey 


e COUPON e 
INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


(1) Send booklet—Reducing Mailing (J We would like to test the economy 
Costs by 80%. of the Inserting & Mailing Machine. 


individual 





en tu — a — 
GATHERS ENCLOSURES = jwseRTsS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 
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4 New Tax Saving Record Books 


designed by J. K. Lasser 


For Medium 
Size Businesses 


“BUSINESS AND 
TAX RECORD” 


A cumplete bookkeep- 
ing set-up plus expert 
help and proof to sub- 
stantiate tax deduc- 
tions. 


@ General Business 
Record @ 9 detachable 
summary forms to at- 
tach to tax return @ A 
14-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
32-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $5.95 


See your National Dealer or mail this coupon Today! 


charges 


pt ee2eeae see eee28882 








eRaere reek Re ome meme 
awe 
+ex Orme 


\ ee RAPES ROARED Otreeh FALE 


Pot 





nd 


or Business 
Executives 


“INDIVIDUAL INCOME 
AND TAX RECORD” 


Helps lower personal 
taxes by providing 
unique record keeping 
forms. 


Also provides needed 
proof for Internal Rev- 
enue Service inspec- 
tion. In addition: 


@ Schedules on detach- 
able sheets to be at- 
tached to tax return 
@ A 10-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
16-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $5.95 


SAVE POSTAGE AND C.0O.D. CHARGES. 








For Daily Record 


re of Tax Deductible 


For Small 
Business 


“PAYROLL AND 
EMPLOYEE 
TAX RECORD” 


@ Complete 52-weeks 
records for 40 employees 
@ Weekly summary of 
employees pay and in- 
dividual records both 
visible at same time 
@ Flap out for monthly 
payroll summary 

@ Individual records 
loose-leafed. Weekly 
payroll forms wire 
bound @ A tax saving 
Manual by J. K. Lasser 
giving facts on payroll 
taxes, deduction tables, 
government report 
filing instruc- 

tions. $7.95 


NATIONAL BLANK BOOK CO., Holyoke, Mass., Dept. H 


Please send me J. K. Lasser’s 

(_] “Business and Tax Record” 

(] “Individual Income and Tax Record” 

(_] “Payroll and Employee Tax Record” 

() “Tax Diary and Appointment Book” 

I will pay postman plus C.O.D. 


prepay all postage charges. 
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Expenses 


“TAX DIARY 
AND APPOINTMENT 
BOOK” 


A beautifully bound 
gold stamped appoint- 
ment calendar plus a 
complete checklist of 
possible business ex- 
pense deductions with 
space for names, place, 
amount, ete. In addi- 
tion: 


@ A concise text show- 
ing how to get maxi- 
mum allowable deduc- 
tions — what home 
costs are deductible, 
best way to handle 
travel and auto ex- 
pense, what can be 
deducted by salaried 
employee or self-em- 
ployed professional etc. 
@ Section for deduct- 
ible personal $5.95 
expenses. 


seeeeseseeeesenas! 


If you enclose payment with this coupon WE will 4 
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packaged arithmetic 








Olivetti offers a proved way to increased 
figure-work efficiency: “packaged arithme- 
tic,” provided by the Olivetti Fully Auto- 
matic Printing Calculator. Hand this all- 
purpose machine any problem in business 
arithmetic. It gives back to you all the 
details of the problem, plus the answer, 
neatly ‘“‘packaged”’ on a printed tape. 

The only fully automatic printing calcu- 
lator, made by Europe’s largest manufac- 
turer of office machines, it automatically 
multiplies and divides, and is also a com- 
plete 10-key adding machine with direct 
subtraction. Versatility, speed and depend- 
ability make “packaged arithmetic” ideally 
suited to many business operations. More 
than 10,000 U. S. firms today use Olivetti 
Fully Automatic Printing Calculators, sold 
and serviced by over 400 dealers. For in- 
formation, write Dept. AS, Olivetti Corpo- 
ration of America, 580 Fifth Avenue, New 


York 36, N. Y. 


olivetti 
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WHY WASTE OFFICE TIME? 
KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT _— & You 
YourR — .f\" a SAVE ON 

COLLATING 4), ~ Ey. £ THE 
costs “\ OY i ie TIME 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
KEE OX, MFG. CO., ROCHESTER 1, N. Y., U. S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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Is your payroll department all mixed up? 


If so, maybe your labor relations aren't too well-cemented, 
either. When his pay check adds up wrong, the most loyal 
employee often turns out to have a quick-hardening heart. 


There's a concrete solution to the problem, however. Take 
Philadelphia's Whitehall Cement Manufacturing Com- 
pany, where until recently every payday was a crisis: 
payroll records way behind, untraceable errors, forced 
balances, a mad rush to get the checks out on time. 


How did Whitehall break out of the mold? By installing 
McBee Keysort. Today the company has 34 labor cate- 
gories, all with varying scales of pay. for overtime, shift 
differentials, vacations, holidays. But of payroll troubles it 
has none—“for,” says Whitehall’s treasurer, “Keysort gives 
us prompt, accurate figures and costs without duplication 








MAIL THIS COUPON Topay °*"™* 


The McBee Company * 295 Madison Ave., New York 17,N.Y. 


We're interested in knowing how KEYSORT can impreve 


eur PAYROLL AND MATERIAL COSTING 
LABOR COSTING AND INVENTORY CONTROL 


0 ens CT PRODUCTION a a 


CONTROL 
FIRM. — sn esa 





ADDRESS city. 








8Y. a MO. OF EMPLOYEES 











of records or work and with no addition of personnel.” 


Specially designed Keysort cards also keep Whitehall's 
distribution supply system up to form. And management 
continues to pour words of praise: “In addition to the 
effectiveness of the Keysort installation, we are pleased 
with its simplicity. Our people had little or no trouble 
learning to operate it.” 

If your record-keeping system is less than completely 
satisfactory, the nearest McBee man will be glad to show 
you how Keysort can improve matters. Or mail the coupon. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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Which man Is writing a letter? 


All three men seem to be telephon- network dictation system: TELECORD. 
ing... Are you acquainted with Dicta- 
But the man on the left is doing —phone’s new system of network dic- 
more than that. He is writing a letter tation? TELECORD is unique. Its 
aloud . . . dictating it to the phone- “building block” simplicity lets you 
like instrument of the new Dictaphone —_add dictating stations as your needs 
increase— without replacing equip- 

ment you already have. 

It offers each dictator complete 
privacy and individual control. And, 
most important, the nerve center of 
the new TELECORD System is the 
TIME-MASTER, world’s most success- 
ful dictating machine, featuring the 
exclusive high-fidelity reproduction 
of the plastic Dictabelt. 

Why not find out how TELECORD 
can help you? Simply send in the 
coupon. No obligation, of course. 


Re ttt ee ke erg er ae 


Dicraruone Corp., Dept. 134 
4120 Lexington Ave.. N.Y. 17, N.Y. 


Please send me free descriptive 
literature on TELECORD. 





Company 





DI CTAPH O N E i Street Address 


CORPORATION | City & Zone State 
Greatest name in dictation 





| 
| 
| 
| 
| 
| Name 
| 
| 
| 
| 





a 


Hh cnecinmny eras iesnie enisente ecient labia ea maariabe 
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without first considering how you 
are going to use it. While there 
is a slight difference in cost between the 
lowest grades of paper and the 


finest rag content paper, there is a 


world of difference in the paper itself. 


When you need boxed 
typewriter papers for 
permanent records, letters 
that require prestige, and for other 
important uses, remember 
that the fine rag content papers 
bond and onionskin—available 
at your Neenah Stationer were 
designed for enduring beauty. And for the finest in other 


office supplies, rely on your Neenah Stationer. 


NEENAH BOXED 
TYPEWRITER PAPERS 


gh ano rng CON, 


25% to 100% rag content. 
SL TM 
NEENAH PAPER COMPANY oN 


Neenah, Wisconsin 
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Standard Oil Co. of Ohio used Mills Movable Metal Ruth Gilbert, who plays Milton 
Walls to convert upper floors of the Terminal Garage in Berle's secretary, Max, on tele- 
the Guild Hall building, Cleveland, into additional office vision, was presented with a 5-ft. 
space. Their main offices are in the building next door. pencil by the Lead Pencil Manu- 


facturers Assn. 


Camera! 


The board of direc- 
tors’ room of Inter- 
national Harvester 
Co. in Chicago. Ta- 
ble is over 30 ft. 
long and made in 
four sections with an 
18" border of inlaid 
gray leather and 
flat-cut walnut ve- 
neer center. It was 
made by Stow & 
Davis Furniture Co. 
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The automobile policy issuance system, using Ditto D-45 Systems Duplicators, saves $100,000 


An MP Jr. Coin 
Changer, product of 
Metal Products Engi- 
neering, Inc., helps 
speed the coffee- 
break rush in the 
cafeteria of Consoli- 
dated Engineering 
Corp., Pasadena, 
Calif. 


yearly for Travelers Insurance Co., Hartford, Conn. 


A typical install- 

ation of Bert M. 

Morris Twinset 

pen sets at 

Hughes Aircraft 
Co. 

















Installation of 
Comptometers 
{products of Felt 
& Tarrant Mfg. 
Co.) in the Phil- 
adelphia office 
of the Upjohn 


Wood panelled 
walls, Silvertone 
W ork-Organizer 
desks and tan 
linoleum counter 
tops enhance this 
installation of 
equipment made 
by Shaw-Walker 
Co. in the office 
of Racine (Wis.) 
Building & Loan 
Assn.‘ Fire-Files 
protect the rec- 
ords under the 
Triple-Duty coun- 
ter. Shaw-Walker 
Correct Seating 
chairs complete 
the layout. 








A Model D Macey 
Collator, made by 
Harris-Seybold Co., 
in the New York of- 
fices of J. J. New- 


berry Co. L. to r. 


are George King, 


operator; James F. 
Horan, printing de- 
partment manager; 
and Charles A. 
Fleischmann, com- 


pany executive. 





Sorter-Graf equip- 
ment in the corre- 
spondence files sec- 
tion of Hardware 
Mutuals at Grand 
Rapids, Mich., paid 
for itself in less than 
a year. A_ similar 
saving was made 
with a Sorter-Graf 
installation in their 
accounting division. 


The Tax Department 
Office of Milwaukee 
uses 142 4-drawer 
tariff files made by 
Northwest Metal 
Products Co. 





>. 








An exhibit of Globe- 
Wernicke Techniplan 
modular office furni- 
ture and partitions 
at the Electricity for 
Business Show joint- 
ly sponsored by the 
Cincinnati Gas & 
Electric Co. and the 
Cincinnati Chapter 
of National Office 
Management Assn. 


Wood chairs made 
by W. H. Gunlocke 
Chair Co. in the of- 
fice of the First 
State Bank of Green- 
ville, Mich, Installa- 
tion was made by 
Cooper's, Grand 
Haven, Mich. 


BBD LGARA 


ke he GAR 
yt “ee 
| 

ae 


Part of an_ installa- 
tion of 70 Skyliner 
Jet typewriter desks 
in the Lutheran High 
School, Chicago. 
Desks are made by 
Orna-Metal, Inc. and 
were installed by 
Federal Typewriter 
& Equipment Co. 





Vaughn Wood, sales manager; R. E. 
Erickson, president, and J. A. Had- 
low, secretary-treasurer of Dixie 


Chrome Products, with one of six 
carloads of furniture bound for the 
orient. 





A fully automatic 
Cincinnati Time Re- 
corder is used at St. 
Francis Hospital, 
Cincinnati, because 
employees’ work 
schedules are so 
varied that it would 
be difficult for them 
to manually adjust 
the recorder before 
registering. 


An_ installation of 
Edwin F. Guth re- 
cessed troffer lites 
with metal louvers 
in the office of Am- 
erican Radiator & 
Standard Sanitary 
Corp., Cleveland. 





Before you buy 
any duplicator... 
check this list! 


vf Is it simple to operate? Only with 
the new Gestetner 260 can you merely 
set the ink-density selector and dial the 
number of copies desired! 


¥ Is it clean to operate? Only Gestetner 
uses paste ink—from a tube that clips 
into the machine. 


A range of colors—-easily changed? 
Only Gestetner offers more than a dozen 
attractive colors which can be changed 
quickly and easily. 


Is the price right? Most people are 
genuinely surprised at the Gestetner's 
Nothing like it... Gestetner fom an ‘ ; 
Model 260, the only duplicator low price—for a machine with so many 
with Continumatic Inking. unusual advantages. 


Be sure you are getting the duplicator that best fits your needs... compare! 
For the name of your nearest Gestetner dealer and your copy of a new useful 
booklet on duplicating, use the coupon below. 


DUPLICATING AT ITS FINEST Gestetner Duplicator Corp., Dept. 26, 
jo cr Ys 
_.. SINCE 1881 50 McLean Ave., Yonkers 5 Y i 


Gentlemen: Please send me a copy of your new booklet 


“30 Ways to Get the Most from Your Duplicating 
Equipment.” 
Ly vo 


Cc r od 
SALES AND SERVICE 
FROM COAST TO COAST 














Address 
City, Zone, State 
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NEW 
LOWER 
PRICES 


WE GUARANTEE 
6 SETS TO A STRIP _ thet the W-2 Forms which you purchase from 


CARBONIZED IN QUADS, QUINTS AND SEXTUPiETS us will be acceptable by the Treasury | 

Department until Janvary 31, 1955. If 
Tailor-made so that Federal, City or State there ore any changes in the present 
Forms can be prepared in one operation. tax laws which will necessitate 


e 5- and 6-part forms include special copies for wong 1 sein Se 
various states and cities. forms — we vadertake te ever 


e Special 5-part forms for New York and North Car- gives aca wide 


Treasury Department, or 


olina include 1.B.M. Cards required for those states. replace if not acceptable 


WITHOUT CHARGE 
TO YOU. 


IMPORTANT! 


Write today for schedule of low prices 
and sample strip. 


ee S-K FORMS CO 
Forms W-2 and Envelopes including e 
employer's imprint con be shipped 1619 WALNUT STREET 

within a few days from 

receipt of order. PHILADELPHIA 3, PENNA. 


S-K AND CAHILL LABOR SAVING ACCOUNTING FORMS 
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NOW... SHIPPING PAPERWORK 
SIMPLIFIED TO CUT COSTS — 


New WEBER TAB-ON STENCIL is typed with forms, 


then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 
| Weber | 


system 


waeee LABEL AND MARKING SYSTEMS 
v.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 
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MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
Company. 
Individual 
Title 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 











Address 





City 


pO | a 





lee 


WEBER LABEL AND MARKING SYSTEMS 
Dept. O-3, Mt. Prospect, Illinois 





ROSE.» 10v- 


makes a world of IFEERENOE * 


Really scientific achievement is considered 
accomplished only after timeless research 

and indefatigable testing. ROSE 
Products are produced that way! Labora- 
tory tested .. . proven . . . dependable. 
Rose Products are dependable because 
they rank highest in performance and 





satisfaction. 





Specialists in the manufacturecof: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS . 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 
Cream 


3s E RIBBON AND CARBON 
MANUFACTURING C0., INC. 


General Offices. and Factory. ., Harrison, N. J. | 
’ vg : res” : is ae oe | 


tke ad sk A OE > 
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Photo taken at one plant of the Pioneer Ice Cream Div. of The Borden Co. 


The DENOMINATOR works for DOWNS... 
Let it save TIME and MONEY for YOU! 


At Borden’s a large number of trucks in the Metropolitan New 
York area are loaded with actual orders only—because thousands 
of telephone orders for their many different items are now con- 
solidated by The Denominator for the truck load sheets. Result 
... greater efficiency and maximum savings in time and labor. 
Whenever you have many different types of items to be counted 
—each of which must be accounted for separately—you can do it 
better with The Denominator! 

This modern counting-tabulating device can be built to exact 
specifications to fit the specific counting categories of each busi- 


ww ness—as is so aptly demonstrated in the above photo. Write 
AW Dept. OM-15, 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


Visit Us At The 
P| CHICAGO BUSINESS SHOW 
BOOTH NO. 98 
MARCH 8 to 11, 1954 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


Name 


OS 0 DD PP OP FF OD FE OF OF OF 8 OF OOOO SOSH SOBVS224 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-354 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 





34 YEARS OF Address 


Company Name .——.............. 





QUALITY RECOGNITION City 





THE WORLD OVER 
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SPEED-O-PRINT i sabe 
DEPENDABILITY 
Worlds Finest Duplicators ios SANTSA Renee 


AT THE 


Workds Lowest Prices 


Liberator 300 
Electric 


STENCIL DUPLICATOR 


$5495 


_ (PLUS EXCISE TAX) 


Truly the finest in Duplicating equipment. A 
machine for hairline regiptration—with heavy 
duty standards. Inspect its operation bnd you'll 
find it is truly the World's Finest Duplicator Avall- 
able in futuramic grey or black wrinkle finish 
with open cylinder automatic dual brush inking. 


POST CARD TO LEGAL SIZE 


Liberator 200 
Wauual 


AUTOMATIC FEED 
$7950 


(PLUS EXCISE TAX) 
New ond greater engineering d p 
te an already tomeys model, The quietness 
and ease of operation gives this heirline 
registration duplicator a newer high in vtand- 
ards to be found only in the Liberator 200. 
NEW 1954 MODEL 


Liberator 100 
anual 








SPEED-O-PRINT 
Corporation 
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Nell More 
Carbon Paper 
with Less Stock 


STEP 1 Forget all about ordinary methods of merchandising carbon paper. Forget 
| STEP 1 | you ever had to tie up capital in umpteen varieties, many of them use- 
less. Forget the studied “problem-selling” of the past, the hocus-pocus, and the endless 
outside service trips. 


Find out about the Flagship line — not just a different brand but a whole 

new kind and concept of carbon paper. Find out how Flagship’s gleaming 
patented metallic back makes it so clearly superior in looks, feel, and action—and how 
it does more jobs! Find out how this matchless versatility leads directly to bigger sales — 
from perhaps half the inventory you've been carrying! 


Write today. The lower-inventory, richer-profit Flagship line is sold only 
through protected dealerships — you may be sitting on one right now! 


CARBON AND RIBBON MANUFACTURING CORPORATION 
l | General Offices and Factory: 165 Duane Street, New York 13 


Western Office & Warehouse: 3404 So. Main, Los Angeles 7 


THe Orrice—March, 1954 





**Easy View'’ curved 
window shews each 
amount rung up. 


New ribbon printing me- 
chanism provides single 
and le cash receipts: 
one for your customer, 
one for your records. 


**Greased Lightning" 
push button operation 
with keys scientifically 
dA, ig A and i ed 
for minimum finger and 
eye fatigue. 





A masterpiece of stream- 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 

IS THE MOST 

Here at last is the all-purpose BEAUTIFULLY DESIGNED 
machine specifically designed for CASH REGISTER TODAY! 


those small and average-size merchants 

who comprise the bulk of your volume market! 

A machine so versatile, so magnificently engineered and designed, it's destined to tolly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field. . . 
fully backed with dealer promotional material, Easy 
time-payment plan for your customers. EGNA 
ALL THE FACTS gece 
FILL IN COUPON 
Regna Cash Registers, inc. 
175 Fifth Avenue New York 10, N. Y. 


Gentiemen: 
Please rush more information on the new Regna and tell me 
how | can become a Regna 











lone. State. 





l 

| 

| 

Nome. | 
| 

ol 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


IN THE UNITED STATES 
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Alay way you figure— 
it's simple! 1& MARCHANT 


: aS ) Whatever your figurework re- 
quirements, there’s a Marchant 
exactly suited to your needs 
...and the cost is soon repaid 
in hours saved. The Marchant 

7 Man near you will be happy to 

“T learned to operate my Marchant in less than an hour 

and soon took over the heaviest figuring in our office.” show by an actual run on your 
own work that Marchant’s the 


: answer ...any way you figure! 
it's fast! 


“Marchant gives me calculating speed up to 
twice that of other calculators. The work 
really rolls out.” 


n 
SEND Just mail this coupon with your business letterhead * 
: 


e fr 02 
“Dollar-for-dollar, I’ve found that Marchant tops them THIS soft nb papeltonos : 


all for time-saving, built-in automatic features, and 
guaranteed accuracy control.” COUPON 


Index to Modern Figuring Methods C] 
Descriptive Literature about the FIGUREMATIC [ } 


MARCHANT CALCULATORS, INC. + Oaklond &, California ; 
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PLATES PUT ZIP 
IN YOUR PAPER- 
WORK! 


Too many executives who drive a late model, 
high compression factory are trying to run 
it on low-octane paperwork. When paper- 
work lags, production suffers. 

Time and ‘time again, Colitho representa- 
tives have added new spark and pick-up to 
business systems with Colitho Offset Dupli- 
cating Plates. 

Colitho Plates are easy to use. 

They're adaptable to every 

kind of paperwork. Their use 

does away with needless re- 
typing—eliminates costly 

transcription errors—adds to 

profits through the savings 

that come with efficiency. 

A folio of Application Ideas has been pre- 
pared to illustrate how Colitho Plates are 
being used in many departments of modern 
business. We'd like to send you a copy 
without obligation, of course. You'll find 
it valuable. 











THE “ONE-WRITE” 

WAY TO RUN 

A BUSINESS 
Colitho Division, 
Covumsta Rippon AND CarBOoN Mec. Co., INc, 
603 Herb Hill Road, Glen Cove, L. IL 


Send me the Folio of 
Colitho Application Ideas. 


Company 


Address 
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FORCING AHEAD IN BUSINESS. Alexander Ham- 
ilton Institute, New York, pp. 48, Free. 

A person’s natural talents and energy 
can carry them to a middle point in 
business after which additional knowl- 
edge is needed for further progress. This 
point is generally reached by those in 
their thirties or forties when promotions 
and salary increases become less frequent 
than when they were younger. This 
booklet suggests what can be done to 
prevent advancement from leveling off. 


SALES DEVICES THROUGHOUT THE AGES by 
Stanley C. Hollander. Joshua Meier Co., New 
York, pp. 39, 25 cents. 


An interesting and sometimes humor- 
ous history of the tools and 
used by salesmen from 2500 B.C. to 
1953 A.D. Illustrated with reproduc- 
tions from old prints. The author is in 
structor in marketing at the University 
of Pennslyvania’s Wharton School. 


methods 


MORE DOLLARS FROM LESS SPACE, 
tems Co., Westboro, Mass., Free. 


Alden Sys- 


Describes Alden Work Centers and as- 
sociated equipment for setting up im- 
proved manufacturing processes using 
operators and preparing for a fully auto 
matic factory. 


CUTTING OFFICE COSTS IN SMALL PLANTS, 
U. S. Government Printing Office, Washington, 
D.C., pp. 54, 25 cents. 


No. 6 in the management series pre- 
pared by the Small Business Administra- 
tion, it briefly describes modern office 
management principles and contains a 
check list to impel the user to improve 
the efficiency of his clerical work. While 
aimed at small business, the text could be 
applied to offices in general. 
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SYSTEMS 


& PROCEDURES 
HOME STUDY COURSE 


High Salaries and the Satisfactions of 
Success are the rewards of those who master 
the techniques of the new Systems Profes- 
sion. Called Systems Analysts, Systems 
Engineers, Management Consultants or 
other titles, these men progress quickly to 
top management and earn top salaries. 
Now, for the first time a comprehensive, 
certificated home-study course in Systems 
and Procedures is offered to you! 

New, Simple, Home Course. 

Lays Foundation for Career. 

Details FREE! Send coupon today. 


Now you can learn to know and use the 
techniques of the Systems profession undei 
the guidance of trained, experienced busi- 
ness leaders. Prepare for PROGRESS now 
by examining actual industry case histories! 
Your work will be noted when you master: 
1) How to Make Systems Surveys. 2) Dis- 
cover the Weak Spots. 3) Write Standard 
Practice Manuals. 4) Draw Procedure 
Charts. 5) Design Forms. (This will help 
any one in any job!) Get professional 
pointers on Conducting Interviews, Apply- 
ing Creative Tninking Techniques, Organ- 
izing a Systems Department, Setting-up a 
Work Simplication Project and many other 
useful, profitable techniques, You'll find 
this course a gold-mine, the key to new 
happiness and progress in your career, See 
for yourself—get FREE details today! Just 
fill-in coupon and mail—you need buy noth- 
ing, no obligation. Get started today! 





instructive Helpful Books | 
Read Them on FREE Trial! 
How To MAKE A PROCEDURE MANUAL Practical, 


136 large, 8'/oxll Pages. 


$5.50. 

The TECHNIQUES of SYSTEMS and PROCEDURES 

Comprehensive fully illustrated, 345 pages, $15.00 
Send No Money—Just Fill-in Coupon, Mail! 


—— Instructions. 











OFFICE RESEARCH INSTITUTE 
Box 1303, Miami 43, Florida 


eT PSPC P Cees sees eee eee eee eee eee 
. Office Research Institute 
§ Dept. 010, P.0. Box 1303, Miami 43, Florida 
ie Please rush full details about new ORI home- 
study course on Techniques of Systems and 
Procedures. No obligation to me, of course! 
Please send, for Free 5-Day Trial the Book(s) 
Checked Below. | will read for 5-days, if | want 
to keep book(s) | will send price, plus postage. , 
Otherwise, | will return in 5 days and owe nothing! s 
a How to MAKE A PROCEDURE MANUAL $5.50* § 
The TECHNIQUES of SYSTEMS and 
PROCEDURES $15.00* 
ROLE 
COTES - 
City, Zone t. 
*SAVE! Check here C] if you enclose check fors 
book(s) now. WE then pay postage. You get same § 
5-Day deal! Money hack guaranteed! 4 


6] 





ag got ol your orders qutomoticoll | 


WITH THE NEW, FULLY AUTOMATIC, REMINGTON RAND PRINTING CALCULATOR 


This new, printing calculator automatically multiplies, divides, adds and sub- 
tracts amounts up to ten trillion. It proves and prints every calculation on the 
tape. It’s the first fully automatic printing calculator with all these features: 
Automatic multiplication — division — credit balances... 

Simpla-tape... printed proof in black and red. 

10-key touch addition and subtraction...for faster, easier operation. 

Constant key...the exclusive multiplication “memory” feature. 

Automatic Total Control...for individual or accumulative totals. 

2-color ribbon...totals, subtotals and credit balances in red. 

FREE! Ask your Remington Rand Representative for an eye- 

opening demonstration, or send for your copy of the “show how” 

folder (C669) illustrated here. Write Remington Rand, Room 

1874, today. 


Remington. Band 
PROFIT-BUILDING IDEAS FOR BUSINESS * 315 FOURTH AVENUE, NEW YORK 10, N. Y. 
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HE PAST two decades has seen a 


steadily rising curve in the costs of 


operations. The costs of office opera- 
tions have increased during this period 
due to additional paperwork require- 
ments and a decline in individual pro- 
ductivity which has not always been off- 
set by advances in office mechanization. 
A great deal has been written about the 
techniques of improving office methods 
and procedures, and it is not the pur- 
pose of this article to dwell on that sub- 
ject. Rather, it is intended to set forth 
certain pertinent facts that should be 
considered once the decision to proceed 
with mechanization has been made. 

Once management has decided upon 

office mechanization, and determined the 
type of equipment and number of units 
necessary for performance, the matter 
of cost and the aggregate investment in 
such equipment becomes important. In 
any deliberations involving the invest- 
ment of funds in office equipment, there 
is need for consideration of the follow- 
ing factors: 

Original cost. 

Period of usefulness. 

Annual depreciation. 

Annual service or 

cost. 

Trade-in value. 

}. Replacement cost. 


maintenance 


The number of units needed to earry 
out the program of mechanization, when 
considered in the light of the above fae- 
tors, leads to a determination of the 
amount of capital necessary. Once this 
cost becomes known, management is 
then concerned with financing the ven- 
ture. 

One phase of financing mechanization 
entails the diversion of funds from 
liquid working capital to a permanent 
investment in which are of the 
wasting type due to decline in value 
through wear and tear. In this connee- 
tion, a new method of financing invest- 
ments in capital assets has evolved over 
the past few years through the medium 
of planned leasing or rental of equip- 
ment as a substitute for outright owner- 


assets, 
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Equipment ? 


GEORGE W. DOWNIE 
Certified Public Accountant, Boston 


ship. Here we present a comparison 
of the leasing method with the conven- 
tional form of investment leading to 
outright ownership. 

For purposes of the comparison, we 
will assume the initial plan of mechani- 
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zation calls for 18 calculating machines 
and four accounting machines. The work 
load includes the computing of charges, 
posting of amounts to other records and 
obtaining totals for distribution pur- 
poses by classes of items. The charges 
originate from several hundred charge 
slips all of which must be computed and 
the amounts transcribed daily. 

The calculating machines will cost 
approximately $750 each, and the ae- 
counting machines $4,000 each, mak- 
ing a total of $27,500. This original 
cost is number one in the _ factors 
under consideration. 

The second point for consideration is 
the period of usefulness of this equip- 
ment. Bulletin F of the Income Tax 
Regulations indicates an average useful 
life of ten years for this type of equip- 
ment. The manufacturer, however, may 
set a useful life of five to ten years, 
depending upon the maintenance serv- 
ice provided, the carefulness of the 
operators and the rapidity with which 
improvements may tend to render older 
models obsolete. Without benefit of any 


previous experience, the ten-year life 


established in Bulletin F would hold 
in computing depreciation for tax pur- 
poses, at least, until actual experience 
of use, sale or trade-in, would permit 
determination of a shorter useful life. 
The annual depreciation charge may 
be computed on (1) the straight line 
method or (2) the diminishing balance 
method. Assuming a residual or salvage 
value of $2,750 at the end of ten years, 
the first method would result in an 
annual depreciation of $2,475: $27,500 
minus $2,750 times 10%. If the dimin- 
ishing balance method were adopted, 
depreciation would be greater in the 
early years and less in later years as 
the balance declined and the cost of 
maintenance and repairs increased. 
Depreciation as recorded and as al- 
lowable under the Internal Revenue 
Code seldom, if ever, measures the de 
cline in value equal to that which oe 
curs between the price of an item pur- 
chased new, and its value after being in 
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use for a period of time. This is par- 
ticularly true in the earlier years of 
useful life. 

As soon as capital equipment has 
been put into use, its value changes and 
becomes varied. Thus it has book value 
(cost reasonable depreciation), 
trade-in value (the amount which may 
be allowed against purchase of new 
equipment), and resale value (what it 
will bring if sold as used equipment). 
There is no direct relation among these 
values, although the use of the diminish- 
ing balance method of depreciation may 
tend to narrow the variance between 
book and trade-in value. 

For purposes of discussion, assume 
the trade-in value of the proposed 
equipment to be 60% of cost after one 
year, and decrease to 20% by the fifth 
year. Thus, after one year of use the 
trade-in value would be $16,500 and 
would decrease $2,750 each year there- 
after until the end of the fifth year 
when it would approximate $5,500. 
After the fifth year trade-in value 
would depend on condition and would 
decline but little more. 

Another cost to be considered is 
replacement cost. That is the amount 
of eash which, with the trade-in of 
used equipment, will be required to 
purchase new equipment as replacement 
of the old. The theory underlying the 
principle of depreciation is that by 
periodic charges for wear and tear over 
the life of an asset, the capital sum 
invested therein will be recovered and 
funds provided for its replacement. 
Again it can be pointed out that there ts 
no direct relation between the funds 
for replacement thus provided and the 
amount of cash which may be needed 
for replacement. Changing economic 
conditions which vary the purchasing 
value of money, changes and improve- 
ments in design and operating capacity 
of equipment, together with rising costs 
of mannfacture, combine to establish 
replacement costs which may be more 
or less than the original purchase price 
of the equipment. 


less 
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ANNUAL 
DEPRECIATION* 


BOOK 
VALUE 


ORIGINAL COST $27,500 


$2,475 
2,475 
2,475 
2,475 
2,475 
2,475 
2,475 


2,475 
2,475 


2,475 


$25,025 
22,550 
20,075 
17,600 
15,125 
12,650 
10,175 


7,700 
5,225 


2,750 


Ist year 
2nd year 
3rd vear 
4th year 
5th vear 
6th year 
7th vear 


8th vear 
9th vear 


‘10th year 


* Straight line method. 


REPLACEMENT 
COST 


CASH 
NECESSARY 


TRADE-IN 
VALUE 


$29,000 
30,250 
30,250 
31,000 
31,000 


$12,500 
16,500 
19,250 
22,750 
25,500 
26,000 
26,500 


27,250 
28,000 


28,250 





Over the past decade this trend has 
been upward. It seems conservative to 


allow for higher replacement costs and 
assume such replacement costs will’ be 
10% greater two years hence. Thus, to 
replace all of this equipment at the end 
of two years would mean a basie pur- 
chase price at that time of $30,250. 

The table shows the annual deprecia- 
tion and resulting book value over the 
ten year useful life, assuming a salvage 
value of $2,750 at the end of ten years. 
Also opposite the annual book value 
are shown the trade-in value, replace- 
ment cost and the amount of eash neces- 
sary to buy new equipment for complete 
replacement of the old. 

A study of the table indicates an an- 
nual depreciation cost of $2,475 on a 
straight line basis. To this would be 
added, after the guarantee period, the 
annual cost of a maintenance or serv- 
ice contract, which may be assumed to 
average $25 per machine, or a total of 
$350. Thus for the second and succeeding 
vears, the minimum annual eost would 
be $2,825. However, this annual charge 
does not take into account the loss in 
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trade-in or market value of equipment. 

If now we look at the values at the 
end of the fifth year, it appears the 
pook value would be $15,125 with a 
trade-in value of only $5,500. To trade- 
in all the old against new equipment at 
that time would require a cash outlay of 
$25,500. This amount added to the book 
value of $15,125 would result in a 
basic asset value or $40,625 for com- 
puting the annual depreciation of the 
new equipment. It should be noted here 
that this is $10,625 greater than the 
$31,000 invoice price of the new equip- 
ment. From a practical and economic 
viewpoint this $10,625 represents a loss 
or reduction of value not recovered over 
the five-year period through deprecia- 
tion. If this amount were spread over 
the five years of use, it would add 
$2,125 to the $2,825 already mentioned 
and reflect an actual average cost of 
$4,950. 

All of the factors involved in planning 
for outright ownership having been con- 
sidered, let us now turn to an alternative 
method to outright purchase. The leas- 
ing or rental of equipment has much to 
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New warehouse office of Tube Distributors Co., Garden City, N. Y. 


recommend its favorable consideration. 
The factors to be considered are: 

1. The annual rental fee. 

2. The provision of the leasing agree- 
ment as to: 

a. The length of time of the contract. 

b. Service and maintenance clause. 

c. Renewal clause, and replacement of 
equipment at the termination of the 
contract. 

Annual rental fees will probably be 
stated as a monthly charge based on the 
life of the agreement. The amounts may 
differ for each type of equipment. Thus 
certain makes of automatic calculating 
machines carry a rental fee varying 
from $15 to $45 monthly. Those of the 
semi-automatic type range from $12 to 
$30 per month. Accounting machines 
carry a monthly rental fee from $100 to 
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$150 depending upon their complexities. 
For purposes of illustration, assume 
that calculators of the semi-automatic 
type will efficiently meet the require- 
ments of the new procedures. A_ basic 
monthly rental fee of $25 on an annual 
basis would be pro-rated to $20 per 
month, or an annual amount of $240. 
For our 18 caleulators the annual rental 
would amount to $4,320. The account- 
ing machines necessary to perform their 
function expeditiously in the new pro- 
cedures rent for $125 per month which, 
pro-rated on an annual basis, would 
be $112.50 or $1,350 annually. For four 
machines, the total rental will be $5,400. 
Thus the aggregate annual rental fee 
will be $9,720 payable $810 monthly. 
Since the equipment to be leased is 
new, the leasing agreement may provide 
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that the term shall be for three years. 
At this time, new machines may be 
furnished under a renewal of the con- 
tract. Further, it may provide for full 
maintenance and service by the lessors. 

One element of expense which has 
not been mentioned, is the annual fire 
insurance coverage. Since this may be 
applicable under both a leasing arrange- 
ment and outright ownership, it will 
not be material to the illustration. 

With the financial facts clearly 
stated, a factual comparison of the two 
methods may be set forth: 


OWNERSHIP LEASE 
. $27,500 
8,125 


. Original Investment none 


. Three-year cost $29,160 


.Book Value at end of 


3rd year 20,075 
11,000 


9,075 


4. Trade-in Value 
5. Unrecovered Cost 


6. Cash needed for 


replacement 19,250 9,720 


. Book value after 
replacement 


39,325 


none 


The above comparison shows that for 


the three-year period, the cash cost 
under outright ownership, assuming re- 
sale and trade-in values to be the same, 
would be $17,200 as against $29,160. 
However, 1f replacement were made at 
that time, then $19,250 would be re- 
quired to purchase new equipment while 
only $9,720 would be needed for a re- 
newal of the lease contract. Thus, 
through the fourth year, total cash out- 
lay would be $46,750 as against $38,- 
SSO. 

However, under present corporate in- 
come tax rates, only $8,125 would be a 
deductible expense under the ownership 
plan with a tax saving of $5,687.50 
over the three year period, leaving a 
net cost of $2,437.50. Under the lease 
plan, the entire $29,160 would be de- 
ductible with a tax saving of $20,412, 
leaving a net cost over the three year 
period of $8,748. However, unrecovered 
cost of $9,075, added to the $2,437.50, 
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would mean a total of $11,512.50 to be 
compared with the $8,748. 

The advantages of the leasing plan 
as an alternative to outright ownership 
may be summed up thusly: 

1. Smaller initial cash outlay during 
the first year—$9,720 as compared with 
$27,500—thus liquid working capital of 
$17,830 available for other uses. 

2. No annual maintenance cost during 

the seeond and succeeding years, yet 
equipment kept in good condition. 
3. Replacement by new equipment 
embodying latest improvements can be 
arranged at expiration of leasing agree- 
ment with little or no added cash pay- 
ment. 

4. No need to consider trade-in value 
or increase of aggregate book invest- 
ment through replacement which includes 
uarecorded depreciation. 

5. Opportunity to purchase outright 
at pre-determined value for some amount 
less than market or trade-in value. 

6. Annual expensing of rental cost in 
each year of lease agreement with re 
sulting tax benefits. 

7. No maintenance of 
in periods of non-use. 

In contrast, the advantages of outright 
ownership are: 

1. Smaller total cash outlay and ex- 
pense over the longer period represent- 
ing the average useful life. 

2. Equipment always available for use 
in emergencies during periods of partial 
non-use, or in event of break-downs of 
individual machines. 

3. Possibility of better maintenance 
through long-term planning. 

The leasing of equipment for a work 
program of extended duration presents 
something new in the field of business 
operation, permitting the adaptation of 
new and improved machines to the 
planned work, with resulting efficiency. 
The several advantages of the leasing 
program outweigh those of outright 
ownership except, perhaps, in the ag- 
gregate cost or cash outlay over a long 
period of years approaching average 
useful life. 


idle 


machines 





Promotes Employee Education 


NCOURAGED by a liberal educational 

refund plan, 1,400 employees of Mu- 

tual Life Insurance Co. of New York 
have participated in six different types 
of extracurricular study during the last 
seven years. The company has refunded 
nearly $25,000 in tuitions, fees and book 
It also has paid out more than 
$12,000 in salary increases, automatic 
upon the successful completion of speci- 
fied courses. Increases were in addition 
to normal merit raises. 

Three courses offered by Life Office 
Management Assn. provide a general 
background in the principles, plans and 
organizational aspects of the life insur- 
ance business. The Home Office Lite 
Underwriters’ Assn. two-part course 
teazhes a fundamental approach to ¢a- 
reer underwriting at the home office. To 
students who satisfy certain LOMA or 
HOLUA requirements, the company pro- 
vides salary increases and refunds all 
examination fees and book costs. Twen- 
ty-seven employees have won designa- 
tions as Fellows or Associates. 

The Society of Actuaries concentrates 
on the more technical and mathematical 
subjects useful to the student of fig- 
ures and mathematical probability, usu- 
ally a member of the actuarial depart- 


cost S. 


Wesley J. A. Jones, Eleanor S. Daniel and 

Robert P. Clarke Jr. using accelerators to 

increase their reading speed at Mutual Life 
Insurance Co. of New York. 


ment. Thirteen employees have become 
Fellows or Associates. In one year alone, 
seven field representatives became Chart 
ered Life Underwriters. 

The company pays salary increases 
upon successful completion of the first 
two examinations and each one there- 
after, and refunds one half the tuition, 
book and related costs. All examinations 
and registration fees are also refunded. 
In cooperation with colleges, universi- 
ties and other educational organizations, 
the Ameriean College of Life Under- 
writers sponsors courses for agency 
managers, assistant managers, field rep- 
resentatives and _ sales-minded 
nel at the home office. 

The company is liberal about the 
studeat’s choice of subjects at universi- 
ties, colleges and other schools. Courses 
range from investment principles to 
philosophy, but most are in law, account- 
ing, business administration, stenogra- 
phy and similar subjects. Accompany- 
ing the financial recognition of educa- 
tional achievements is the element of 
prestige. Participants in any one of the 
educational plans assume a more profes- 
sional status in the business world and 
place themselves in a more favorable po- 
sition, for advancement within the com 
pany. 

Self-improvement is not restricted to 
extracurricular study. There is a 12- 
hour induction program for new em- 
ployees and an advanced training pro- 
gram for top echelon officers. A college 
training program develops and main- 
tains an adequate supply of supervis- 
ory and administrative personnel at the 
home office. A supervisors’ training 
plan is designed to improve job under- 
standing and encourage enlightened em- 
ployee supervision. A management 
training unit provides a reservoir of 
trained men and women for responsible 
staff and line positions at the intermedi- 
ate level. A junior officers’ training pro 
gram gives young executives a broader 


person- 
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knowledge of overall company opera- 
tions, encourages good management and 
creates opportunities for imaginative 


thinking. Finally, a senior officers’ train- 
ing program stimulates maximum inter- 


est in the company as a team unit. A 
recent addition to in-company training 
is a course in speedier and improved 
reading. Everyone from executives to 
clerks is taking it. 





Producing Company-Sponsored 
Employee Musical Shows 


COMPANY - sponsored employee 

show of the musical variety type 

can be a real pleasure to the audi- 
ence but often it is the cause of head- 
aches for the personnel appearing in it 
and producing it. Empire Producing 
Co., Kansas City, Mo., has been in the 
business of producing “home talent” 
shows for almost a quarter-century and 
has come up with a happy ,solution for 
business firms’ employee-produced 
shows. 

According to George W. DeHaven Jr., 
president of Empire, many private busi- 
ness and industrial companies find that 
annual shows are more of a labor than 
a pleasure. Somebody assumes the re- 
sponsibility of handling the production 
and, because it is an occasional task, 
takes too long to carry out a job that 


is often too big for them. 


Office employees of 

John Hancock Mu- 

tual Life Insurance 

Co., Boston, rehears- 

ing for their musical 
show. 
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Empire makes available trained pro- 
fessional directors with Empire’s own 
show, costumes, music and seript, who 
spend two weeks casting, rehearsing and 
producing musical revues. Here is how 
it works. ‘Two weeks before the show 
date, a young lady director representing 
Empire arrives to start work on the 
show. She contacts the employees who 
volunteer to work on the production. 
Then begins a round of whirlwind “ieti- 
vities culminating in what is almost 
certain to be a_ colorful, employee- 
packed, musical revue which pleases 
everybody. The package deal comes to 
$1,495 and is of the self-liquidating type 
in that after Empire’s fee has been paid, 
the sponsoring group retains all money 
taken in from ticket sale and any other 
income sources. 


Last November, Empire produced a 





Fran Cochrane (on piano), a director from Empire Producing Co., with some of the office 
personnel of John Hancock Mutual Life Insurance Co. who worked on their musical show last fall. 


show for the office employees association 
of John Hancock Mutual Life Insur 
ance Co., Boston. There was consider- 
able skepticism by the officers of this 
association that Empire could do what it 
promised. In past years this group had 
allotted several months for the prepara- 
tion of the show, which is typical. 

According to Mr. DeHaven, two weeks 
of preparation is the ideal time for the 
preliminary factors, because, after two 
weeks employees interest in at- 
tending rehearsals and those not in the 
show tire of hearing about it. The busi- 
management finds that dragging 
rehearsals and other preparations be- 
gin to seriously conflict with the orderly 
process of their daily work. 

Fran Cochrane, the Empire director 
who handled the Hancock event, re- 
assured the association people that all 
would go along according to the rigid 
schedule set up by Empire. It soon be- 
came evident that Empire’s many years 
in show business Miss Cochrane 
all the training she needed to supervise 
the many details of the show. Employees 
east for the production recognized the 
know-how of the director. In the words 


lose 


ness 


gave 
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of the president of the association, “We 
knew that she knew what she was doing 
when, after the first rehearsal, she indi- 
cated what we would be called on to do 
at the next day’s rehearsal.” 
Empire makes available a 


variety 
show which uses large numbers of em- 


ployees from all departments of the 
sponsoring companies and including 
executives. In the case of Hancock, no 
rehearsals interfered with the regular 
working schedule of any employee. Re- 
hearsals begin shortly after the business 
day and continue through until early 
evening. This provides for recreation 
which employees participating in the 
show want in the first place and makes 
for continuance of excellent employee- 
employer relationship. 

A feature of Empire’s shows is that 
they are readily adaptable to include 
specialty numbers by any local talent. 
Directors try to give plenty of tree- 
dom to the employees because, although 
the show directors direct, they do not 
lose sight of the fact that they are em- 
ployed to produce the shows for the 
satisfaction of the hiring organization 
and its workers. 
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Burroughs 


PUT THE BRIGHTEST NAME 
IN BUSINESS MACHINES 
TO WORK FOR YOU 


Burroughs adding machines and cash registering machines are known 
the world over for efficiency, dependability, and quality. So it is only 
natural that more and more dealers are finding it profitable to meet 
the growing needs of business everywhere with Burroughs machines. 
Here are basic tools of business that are now and have for years 
been backed by consistent national advertising . . . that are used and 
wanted in every community. As a Burroughs dealer, these factors 
work for you to make sales easier .. . to help you add the immediate 


profit of new customers and build for the future on the solid foundation 
of customer satisfaction. 


So let Burroughs help you sell Burroughs. The Burroughs dealer 
plan is simple and complete. It includes effective merchandising 
helps ... provides sales training and assistance through local branch 
managers... gives you the advantage of providing Burroughs factory- 
trained service for the machines you seil. Just get in touch with the 
Burroughs factory branch office nearest you for all the facts, or write 
Burroughs Corporation, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE’S 


: * 
Burroughs - 


Tue Orrice—March, 1954 





12th Annual OMAC 
Seminar and Exhibit 
March 8-ll 


Dorothy V. Neruda is OMAC's Miss Business 


Show this year. 


HE Office Management Assn. of Chi- 
eago holds its 12th Annual Seminar 
and Business Show in the Conrad 


Hilton Hotel, Chicago, March 8 through 


11. 


Whether business sentiment is opti- 


mistie or pessimistic, managements must 
continue to operate as efficiently as pos- 
sible. This means the best utilization 
of all machines of industry, including 
those in the office. “It is in the office 
that factory production begins and 
quality is controlled,” said Alfred H. 
Dorstewitz, OMAC president. “Manu- 
facturers and users of office machines 
and equipment are aware that this in- 
dustry is behind the operations of all 
industry,” he added. 

For the four-day Business Show, 
more than a hundred office equipment 
manufacturers and service companies 
have leased all available space in the 
enlarged exhibition hall. American and 
foreign manufacturers will demonstrate 
the latest advancements in business sys- 
tems and services. There will be new 
products on display for the first time. 
The Business Show is held concurrently 
with the Management Seminar, spon- 
sored by the Chicago chapter of Na- 
tional Office Management Assn. in con- 
junction with Northwestern University. 

The Seminar theme, Modern Manage- 
ment Horizons, will be developed during 
three days of meetings by an array of 
prominent speakers who are recognized 
authorities in their respective fields. 
Practical business leaders will discuss 
management principles, modern methods 
and human relations. A welcoming ad- 
dress by Dr. Richard Donham, dean of 
the School of Commerce of North- 
western University, will formerly open 
the conference. George Clements, presi- 
dent, Jewel Tea Co. will be the keynote 
speaker at the opening session Monday 
noon. The seminar will close with a 
banquet Wednesday night at which 


THe Orrice—March, 1954 

















Exhibitors at the OMAC Business Show 


Accounting Forms, Inc. 
Acme Visible Records, Inc. 
Addressograph-Multigraph Corp 
Allen Wales Adding Machine Agency 
All Steel Equipment, Inc 
American Automatic Typewriter Co. 
American Perforator Co 
American Photocopy Equipment Co. 
Art Metal Construction Co. 
Bankers Box Co. 
Bircher Co. 
E. W. Boehm Co. 
Charles Bruning Co 
Burroughs Corp. 
Business Efficiency Aids 
Chart-Pak, Inc. 
Chicago Dictating Machine Co. 
Cincinnati Time Recorder Co. 
Clary Multiplier Corp. 
Commercial Controls Corp. 
E. Conway, Inc. 
R. Cooper Jr., Inc. 
Copy-Plus Sales and Service 
Ralph C. Coxhead Corp. 
Cummins-Chicago Corp. 
Curta Calculator Co. 
Davison Corp. 
A. B. Dick Co. 
Dictaphone Corp. 
Dictating & Recording Co. 
(SoundScriber) 
Diebold, Inc. 
Ditto, Inc. 
Domore Chair Co. 
Duplicopy Co. 
Thomas A, Edison, Inc. 
Elliott Addressing Machine Co. 
Fototype, Inc. 
Friden Calculating Machine Co. 
General Frsprectine Co. 
Jos. Ginsburg, Inc. 
Gray Audograph Corp. 
Haloid Co. 
Harris-Seybold Co. 
Hush-A-Phone Corp. 
Ilinois Duplicator Corp. (Gestetner) 
International Business Machines Corp. 
Jones Commercial High School 
Lee F. Kollie Associates (E-Z Sort) 
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LeFebure Business Systems 
Lincoln Radio & Television Corp. 
Marchant Calculators, Inc. 

Marr Duplicator Sales Co. 
Marshall Field Co. 
Marshall-Jackson Co. 

Master Addresser Co. 

McBee Co. 

McCaskey Register Co. 

J. Currey Mendes Corp. 
Minesota Mining & Mfg. Co. 
Monroe Calculating Machine Co 
Mosler Safe Co. 

Multistamp Chicago Co. (Rex-Rotary) 
Muzak, Inc. 

National Calculating Service 
National Cash Register Co. 
Office Equipment Co. of Chicago 
THE OFFICE Magazine 

Office Management & Equipment 
Olivetti Corp. of America 

Ozalid Division 

Photostat Corp. 

Pitney-Bowes, Inc. 

Precision Mfg. Co. 
Private-Tele-Cammunications, Inc. 
Recordak Corp. 

Record Controls, Inc. 

Remington Rand Inc. 

Robertson Photo-Mechanix, Inc 
Rol-Dex Division 

Royal Typewriter Co 

Scribe Corp. 

Security Steel Equipment Corp. 
Shaw-Walker Co. 

Simplex Time Recorder Co. 

Spak Natovich, Inc. 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 
Statistical Tabulating Co. 
Stenographic Machines, Inc. 
Stivers Office Service 

Tallman, Robbins & Co. 
Temperature Equipment Corp. 
Tiffany Stand Co. 

Todd Co. 

Transo Envelope Co. 

Triner Sales Co. 

Underwood Corp. 

Victor Adding Machine Co. 
Weber Addressing Machine Co. 
Wheeldex-Simpla Chicago Co. 
Workman Service, Inc. 











OMAC Seminar Program 


MONDAY NOON, MARCH 8 


BREAKING DOWN ORGANIZATION BARRIERS: Georce Ciements, President, 
Jewel Tea Co., Barrington, Ill. 


MONDAY AFTERNOON, MARCH 8 


HOW AN OFFICE MANAGER BECOMES AN EXECUTIVE: Frank Hurt, WV. A. 
Alexander Co., Chicago; Mas_en Lornexe, Foote, Cone & Belding, Chicago; 
G. M. Powewt, Employers Mutual Liability Insurance Co., Chicago. 

A COMPANY-SPONSORED SELF-IMPRO T PROGRAM: M. Waricnt, 
General Electric Co., New York. 


TUESDAY MORNING, MARCH 9 


BETTER ADMINISTRATION THROUGH BETTER METHODS: Joseru Nacro, 
Ball Bros., Muncie, Ind. 
Ca a gem PAPERWORK: Kennetu E. Goopwin, Egry Register 
0. 


TUESDAY AFTERNOON, MARCH 9 


THE FUTURE OF ELECTRONICS IN THE OFFICE: Harovp Price, Price, 
Waterhouse & Co., Chicago. 

QUALITY CONTROL APPLIED TO CLERICAL WORK: Dr. Lioyp A. Know er, 
Professor of M . Lowa State University, lowa City. 


WEDNESDAY MORNING, MARCH 10 


WHEN PEOPLE LIKE TO Pag Loutse M. Newman, Northwestern Mutual 
Life Insurance Co., Milwau 
A MERIT RATING PLAN FOR ‘EXECUTIVES: Wittram Hopnce, Bell & Howell 


Co., Chicago. 
WEDNESDAY AFTERNOON, MARCH 10 
EFFECTIVE USE OF ATTITUDE SURVEYS: Dr. E. H. Porter Jr., Harris- 


Spencer Co., Chicago. 

WHAT MAKES US SEEM SO QUEER?: James D. Moone, J. D. Moore Organiza- 
tion, Chicago. 

EVENING BANQUET—SO GOES THE WORLD TODAY: Roserr F. Hurteicn. 


those who are interested in improvement 
of scientific management in the office. 


Robert F. Hurleigh, newscaster on the 
Washington staff of Mutual Broadeast- 


ing System, will be 
The entire program appears above. 
Together the Seminar and Business 
Show will attract visitors from all parts 
of the U. S. and Canada, according to 
Herbert W. Vetter, general chairman. 
Over 40,000 of the midwest’s office 
executives, government officials, and in- 
dustrial leaders are expected to attend 
this million dollar exposition. 
The purpose of the OMAC 
and Business Show is to bring together 
at one time and in one convenient place 


74 


principal speaker. The 


Seminar 


appeal has grown each year and 
now reaches not only the vast midwest 
business public, but also educators, mem- 
bers of influential professional associa- 
tions and manufacturers of all products 
necessary to construct, maintain and 
operate a modern business office. The 
sharing of experiences during seminar 
sessions, and the demonstrations of new 
devices and techniques during the Busi- 
ness Show, help managements to meet 
the changing challenge of today’s com- 
plex office operations. 
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... it’s the chair with the< 
wil 


sit 
ri 


Sturgis steel chairs have joined the 
anti-noise crusade in offices with 
fiber glass bases that are quite noiseless 
in motion over the roughest floors. Makes 
a Sturgis chair a sound investment / 
especially when you remember that a fiber Engineered for Long Life and Minimum Maintenance 
glass base just can't be harmed by office Nylon Theust Bearing:takes a lifetime of swiveling 
abuse, never looks shabby, never needs Ball Burnished Spindle Bearing: perfect fit for long life 
refinishing. Gray, green, walnut or black Superior Casterssoversize ball bearings, extra wide rubber wheels 


Finish On Metal Parts: 10 to 20 times as abrasion 
resistant as other finishes 


on 8 executive and stenographic models STURLON 


"al 
THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie St., Chicago 11, Iilinois 


7 
4 We'd like a copy of your illustrated folder on 


chairs with fiber glass bases 


nufactured turgis, Michig 4 Charleston, South Co . 


POSTURE HAIR COMPANY TURGI MICHIGAN 
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A private wire network, installed by Western Union for Reynolds Metals Co., is expected to 

save $50,000 a year in telegraph costs. Its 12,000 miles of circuits in 23 states connect 48 

Reynolds’ offices. Average time for a message between any two offices is three minutes. The 
communications center (above) is at Reynolds’ sales headquarters in Louisville, Ky. 


David P. Reynolds, (left), vice president 

in charge of sales, sent the first message 

on the private network. Robert Dirkes, 

(right) is Western Union's private wire 
service director. 


Lela Cruse (right) is Reynolds’ communications 

center supervisor. Doris Clark (left), Western 

Union supervisor, assisted Reynolds’ employees 

in learning to operate the firm's private wire 
system. 
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Nekoosa Papers are serving American business in many ways 


for letterheads, envelopes, forms and office equipment. It will pay you 


to specify Nekoosa Papers on your next printing order. Your 
printer has them —or you can obtain them in standard 


sizes, in boxes and ream packages, from your office stationer 


NEKOOSA-EDWARDS PAPER COMPANY ° PORT EDWARDS, WISCONSIN 
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CHEW 


Offices, Too, Have Ideas 


I must take with 
editorial in the January issue of THE 
OFFICE wherein you give the equipment 


issue you on your 


manufacturers the credit for originating 


DOES MAKE OVER 40,000 
CHECK MARKS FROM A SINGLE 
INCH OF LEAD! 


WHAT’S MORE ... Verithin’s smooth, flexible lead 
takes strong needle points . .. and its marks won’t run 


all the new ideas incorporated in the in 
dustry’s products. I feel sure that if you 
would carry your research a little further, 
you would find that 
put on the market each year are worked 


many of the items 
out with the users and customers of the 
office equipment manufacturers. 

[ know where the equipment has been 
tested in offices and later, the manufac- 
turer was called in and asked to 
up the equipment in accordance with the 
Later, the 


make 


customer’s specifications. 


36 


brilliant colors 


when wet! It protects your records from water damage. 


*® Eagle Pencil Co., New York ¢ London © Toronto 


= ERITHI 


10¢ each 


Colored 
Pencils 
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manufacturer made the 
of their standard line. The 
not have the 


equipment part 
office does 
facilities or equipment to 
with the 
responsibility for proper selection of of- 
often call the manufac 
and together they work out new 
and new designs. I agree with 
you that office management knows what 
is needed and I believe they 
good job of transmitting this information 
to the equipment manufacturer and, to- 
gether, they make a fine team.—KEN 
NETH W. MOORE, Vice President, Chi- 
» Title & Trust Co. 


manufacture, so those charged 


fice equipment 
turer 


ideas 


are doing a 


Principles Apply to Other Work 


A new organization came into being 
on Sept. 24, 1953, known as the North- 
west Maintenance of Way Club. To 
qualify, ‘‘A member of this club 
be a railroad emplovee who has a posi- 
tion of responsibility in connection with 
the design, construction or maintenance 
of railroad tracks, buildings, 
water service facilities or signals, or a 
person directly concerned in the sale or 
manufacture of supplies or 
used in tracks or 
maintenance, or a 


must 


bridges, 


appliances 
their 
representative of a 
railway publication.’’ The 
is growing at a rapid rate. The club 
meets on the fourth Thursday of each 
month at 1931 University Ave., St. Paul, 
Minn., for a 6:30 p.m. dinner meeting. 
This is followed by an appropriate pro 
gram. 


structures or 


organization 


I do find 
interesting. 


As a reader of THE OFFICE 
it most informative and 
While the articles deal with 
cedures, it is surprising how the 
ciples expressed can be applied to other 
fields of 
arise in 
safety, fire 
efficiency 


office pro- 
prin 
endeavor. The same problems 
good housekeeping, 


publie 


personnel, 
prevention, relations, 


and many others whether you 
are running an office, a shop or a railroad. 

LEO C. BLANCHARD, Roadmaster, 
Milwaukee, St. Paul & 


Minneapolis, 


Chicago, Pacifie 


R.R. Co., 
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The Collating Machine 
you've been waiting for! 


suction 
PICK-UP! 
POWER DRIVEN! 
FAST! 
VERSATILE! 
ACCURATE! 
COMPACT! 


JHE 


FULLY AUTOMATIC 


VERTICAL COLLATOR 


Perfect for FAST, ECONOMICAL 
Collating and Gathering of: 


BUSINESS FORMS @ CATALOGS e¢ BULLETINS 
PRICE LISTS © HOUSE ORGANS @ MANUALS 
INSURANCE FORMS @ PRICE LISTS—and every 
other Collating Job! 


With the high-speed, fully automatic JCM VERTI- 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 
Handles any type of paper stock, in sizes up to 
1'' x 14". JCM Vertical Collators are made in 
multiples of 4 part units up to 24-stations, with 
automatic offset-pile delivery as standard equip- 
ment on al! models. 


WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 

1 CURRY LANE @ CANTON, MASS. 
Western Offices: 

500 S. Clinton St. * Chicago, IN. 
Eastern Offices: 

22 E, 29th St. © New York, N. Y. 








Self-Reporting 
Timekeeping 
System 


HANS W. BEERBAUM 


Payroll Dept., Lux Clock Mfg. Co., 
Waterbury, Conn. 


HERE is a tendency to leave well 
T enough alone when an existing pro- 
cedure has given satisfactory results 
fairly consistently. Demand for a change 
would stem from a desire to see whether 
the cost of a system is compatible with 
the service received. Therefore, we ex- 
amined our factory timekeeping system 
and at once recognized two factors 
which were expensive in dollar outlay 
and which disturbed productive ac- 
tivity. 
On the average, 40 piecework opera- 
tors working on small parts of many 


varieties used to report their daily ac- 
tivities to a factory clerk. Since the 
operators changed their assignments 
several times a day, they weighed-up 
often. For each change, they had to 
walk to the seale and back again to their 
work station; or turn their work over to 
a neighboring operator. This traffic cost 
us productive time. 

Our former weigh-up system and on- 
and-off reporting invited the operators 
to store worked-on parts in containers 
at their work place until they thought 
it worth while to visit the weighing clerk. 
This delay in passing on processed work 
was a fat cost factor in itself, so a bet- 
ter method was planned. 

The first step was to take advantage 
of the conditions which the production 
engineer had provided. He has set up his 
work centers so that, where a conveyor 
was not feasible, parts requiring succes- 
sive operations were shoved or chuted to 
the next operator. It was our job to 
bring clerical service to the work bench. 

This clerical work consists of three 
basie items: job description, work quan- 
tity, and elapsed time. Instead of rely- 





44 - 5 o.3 


for Stoppers 
2.39 


2300 Cup and Field Plate Assembly 
Press Field Plate to Cup - Test 


44 STOP 





START 





HOURS 
WORKED 





CHECK 
NO. 


HOURS 
EARNED 





NAME 


WAGES 
EARNED 





MADE 


ALLOWED 





REJECTS 


WAGES 
PAID 











CODE 








The work ticket used by Lux Clock Mfg. Co., Waterbury, Conn. 
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INVINCIBLE 


BUSINESS ENGINEERED 


DESKS give you 


greater office efficiency 


SMART GOOD LOOKS! 


These handsome desks are designed for better business living. 
Adjustable height, non-glare top, smooth gliding drawers and super- 
rigid construction make Invincible “business-engineered” desks 

the finest you can buy for any office. Available in 107 

different sizes and models . . . you can choose one perfectly 

suited to your office requirements. See the Invincible line 

at your dealer’s today. 


And for “'top-drawer” secrets, add an Invincible 
filing cabinet with Original Concealed Safe Unit. 


. METAL FURNITURE COMPANY 
Manitowoc, Wisconsin 
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ing on the operator’s verbal report to 
the timekeeper as to the name of the 
part worked on and the operation, we 
now provide printed time tickets. All 
essentials necessary for job identifica- 
tion are imprinted from a six-line ad- 
dressing plate. A supply of differently 


imprinted tickets is kept on a shelf in 
the middle of the working area of the 
toolsetter or other person authorized to 





STARTING 
When assigning work, select proper 


ticket from file. 
Have operator punch starting time, 
have him write name and check num- 
ber on ticket, and have him keep count 
on the counter. 


FINISHING 


Operator signals toolsetter for end of 
job, writes in finished pieces. 
Toolsetter initials count, 
counter. 

Operator rings stopping time 
drops ticket in box. 


back 


sets 








and 





Cperator using a job clock at Lux Clock Mfg. 
Co., Waterbury, Conn. File of work tickets is 
at lower left. Procedure appears above. 


assign work. Above the shelf there is a 
job recording clock. When an opera- 
tor is put on a job, the toolsetter selects 
the properly imprinted ticket and has 
the operator record his starting time. 
Then the operator fills in his check num- 
ber and name, and proceeds with the 
job. Mechanical counters, attached to 
the tool fixture, now keep count of the 
work units processed. At the end of the 
assignment, the operator summons the 
toolsetter for a change of job. The 
operator writes the figure shown by the 
counter on his ticket which is initialed 
by the toolsetter to verify the quantity. 
The toolsetter returns the counter to 
zero, the ticket is checked out at the 
clock and the next job rung in. Checked- 
out tickets are immediately deposited in 
a box with a slotted cover from which 
a clerk from the time office picks them 
up several times daily. 


This is the bare outline of our method 
with no description of the controls used 
to prevent and correct miscounted quan- 
tities. Such controls vary with the dif- 
ferent work processes and guard against 
mechanical failure of the counters and 
human failure to observe prescribed 
rules. Tally sheets of several successive 
operations can be sight-checked with 
each other, and compared with daily 
production or against a measured count 
introduced into the production line. 
Tabulating individual operations at 
regular periods is perhaps most widely 
used to uncover undue variations in 
count. Admittedly these methods are 
a check after the fact and on-the-spot 
control is more desirable. This is the 
responsibility of the supervisors or tool- 
setters whose job it is to oversee per- 
formance of workers in their group to 
make it difficult for anyone to operate 
an “empty” machine undetected.  Re- 
placing the weighing procedure with 
mechanical counters makes it possible 
to instruct an operator to produce a 
specific number of parts from an unde- 
termined supply of material without the 
operator having to rely on judgment or 
frequent weighings. 
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This is a secret 


RTEF owen Erowmo-er 


for successful typing! 


CALE EDGE 


aid to office efficiency found only 
on Webster carbon papers. 


This scale edge eliminates guesswork and shows at a 
glance how many lines of typing space remain on the 
sheet. Letter placement becomes easy and "running 
over" is eliminated. Many tiresome and expensive 
re-typing chores are gone — and gone forever! 


ay very "mhort trial of Witster’s tine. Carbon Papers 
will prove their superiority. A sin-months trial 
will show you savings — in in 


Qwrn4 we EOR,O-E 


ELEEEEREEBEREEEERELEEEEGBPECEBEREEEPEEEEEREEBPEEE 


ie Webster’ s ‘Products are ava 2 . 
office equipment dealers r the oduntry, ‘Ask a 
ioe your: free ‘sample of | 's New Durametric 

Carbon Paper or write to us on your company letter- 
head. Give make of typewriter and number of carbon © 
Bh aneen "ig anaes Address: 














F. S. WEBSTER COMPANY m d 


8 AMHERST STREET 
CAMBRIDGE 42, MASSACHUSETTS 
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Even your 
office boy 
can be a 

calculating ae 


ne, y 


champion 


...and he'll be one in 15 minutes if he 
counts on a Facit! 


The Facit calculator is of an entirely new type, versatile in all kinds of 
ofice work. Thanks to its easy-to-learn 10-key system, anyone can 
operate it in a few minutes. Besides, the Facit is so 

small and light — not much bigger 

than a telephone —that it’s easy 

to bring it with you wherever 

you need it most. 

The Facit is rustproof, 

dustproof and foolproof... 

and you can calculate 

with one hand and write 

with the other 





World's most exported calculator. 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. © 114 Sansome St., San Francisco 4, Calif. 





84 THe Orrice—March, 1954 





Incentive Pay Increased Office 
Production from 30% to 50% 


JOHN W. KELLER 


Operations Supervisor, Underwriting Department, 
Government Employees Insurance Co., Washington, D. C. 


RODUCTION schedules for our 

clerks, typists and dictation tran- 

seribers, which we introduced in 
January, 1952, have provided an ineen- 
tive to higher earnings and brought the 
company increased production, as high 
as 30%-50% on many jobs. Appealing 
to employees for the higher rewards 
brought by increased effort, the produc- 
tion schedule was instrumental in rais- 
ing morale as it loosed a fine spirit of 
competition, We are now operating 
with fewer personnel than we did #. year 
ago, despite a 25% growth in policy 
issuance. For us the plan has meant 


retaining the type of personnel we are 
ager to employ as well as savings in 
personnel, equipment and floorspace. 


In 1950 we were aware that our 
merit system of salary increases on the 
basis of length of service was inade- 
quate and that a more equitable system 
to pay personnel in accordance with 
their productive ability deserved study. 
The labor market was tight and the 
kind of employee we wanted was diffi- 
cult to find. We felt that if we could 
increase production with the people we 


The underwriting de- 
partment where all 
personnel work under 
the production 
schedule pay plan. 
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had, our personnel situation would im- 
prove. We thereupon undertook to 
study our entire clerical set-up to deter- 
mine whether or not production sched- 
ules or standards could be applied to 
all jobs. This study revealed that the 
schedules could only be applied to 
our specialized jobs such as policy typ- 
ing, endorsement typing, policy prepa- 
ration, form letter typing, endorsement 
‘aleulating, endorsement underwriting, 
dictation transcription, inquiry rating 
and policy completion typing where 
daily production can be recorded 
accurately. 

The next step, then, was determining 
the amount of work we could reasonably 
expect in a day on the jobs selected. 
Minimum, average and above average 
levels of acceptance were to be worked 
out and equated with salary increases 
for production achievement. Having fer 
years recorded our production by divi- 
sion as to amount, individual, case, ete., 
we asked our division managers to 
study past production figures and sub- 
mit what they felt to be sound and rea- 
sonable daily standards for each job. 





The Crowning Touch in any Business 


iaceedle ak 
a ae 


DUAL-0O-MATIC 
Fluid Duplicator 


MODEL 
CI8EA 


A PROVEN FLUID DUPLICATOR 
«++. that can handle either big sheet sizes as large as 14 x 18 
inches, or can feed two smaller stacks of poper simultaneously. 


This efficient Standard Duplicator is ideal for reproducing large ship- 
ping manifests, ledger and sales sheets, factory and office work sheets, [> | 
production charts, weather maps, and many other useful forms. ae 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. 








Knowing the important ‘part that en- 
ployees would play in this program, 
we felt they too should enter into the 
establishment of the schedules. Em- 
ployees were interviewed privately, in 
groups and on the job for their opinions 
as to what would be reasonable daily 
production. Time and motion studies 
were made on jobs where practical in- 


formation could be gained by them. 


The combined reports of our five divi- 
sion managers coupled with the infor- 
mation derived from the interviews, job 
analysis, time and motion studies and 
production records, made up the source 
information from which further study 
and research made possible our first 
production requirement schedules. After 
several months of practical experience 
with the schedules, refinements were 
made in the requirements for certain 
jobs and where methods or techniques 
were changed to increase production, re- 
quirements were raised. 

In effeet, the production schedule for 
a particular job indicates a minimum 
number of cases an employee should 
handle a day and at the other end, pro- 
duction that would command maximum 
pay for the job. Take a policy typist: 
a minimum of 150-175 was eXx- 
pected for which a salary range with a 
differential from lowest to highest pro- 
duction within the group was set. Inter- 
grade salary increases were to be com- 
puted where production fell somewhere 
between 150-175. The next grouping of 
175-200 cases in the intermediate pro- 
duction schedule carried a similar salary 
spread. Top group of 200 cases and 
over picks up salary level where the in- 
termediate group left off and carries 
an employee salary to maximum for that 
particular job. <A typist or clerk who 
builds up to a certain production c¢lassi- 
fication has to maintain that level for a 
given period before the salary increase 
is awarded. She remains at that salary 
level until she moves into a higher level 
of production. 


Cases 


Immediate reaction when the produe 
tion schedules were put into effect was 
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John W. Keller, operations supervisor, and 

A. £. Kraus, vice president in charge of 

underwriting, Government Employees Insur- 
ance Co. 


a tremendous spurt in individual output. 
Within a year many clerks and typists 
reached salary brackets they would not 
have achieved for three vears under the 
old longevity system. It proved to them 
they could earn more money more 
quickly. 

However, there was initial employee 
resentment toward the new schedules but 
very little difficulty was experienced in 
educating our personnel to the meaning 
and benefits of production schedules. 
The approach of our managers at their 
monthly group meetings was that the 
schedules were designed to be of equal 
benefit to both employee and employer: 
to the former it brought inereased earn- 
ings, to the latter increased production. 
Discussion with question and answer 
periods elarified all points. 

At present, production count is done 
manually. <A clerk turns in to her su- 
pervisor daily the number of cases she 
has processed or typed. Supervisors re- 
cord on a daily report, by individual, the 
amount of production. From _ these 
figures weekly reports are tabulated. 
Weekly reports are reviewed periodi- 
cally for individual salary increases, 

Paperwork involved in the reeord- 
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Some of the employees who earn more with 


the production pay plan at Government Em- 


ployees Insurance Co., Washington, D.C. 


keeping of production figures is now 
undergoing study for we feel that the 
time spent reviewing weekly reports for 
salary increases could be very much re- 
duced. Facts, we believe, should be in- 
stantaneously available without going 
into lengthy time-consuming reviews. 
At the present time it takes our super- 
visors about 10 minutes daily tabulating 
the production count submitted by in- 
dividuals. The typewritten weekly re- 
ports covering some 200 employees af- 
fected by the plan take about two hours 
per divisional unit or a total of 10 
hours a week for all five units. 

During our two years’ experience with 
production schedules, we have been tire- 
less in our effort to simplify and im- 
prove procedures and forms in order to 
follow an employee’s production figures 
more closely. We believe we are moving 
toward a solution of this problem. 

There are other problems. The han- 
dling of a dictating machine operator’s 
production count by belt and letter has 
disconcerted us for some time. We have 
tried to regulate uneven production by 
taking into consideration a correspon- 
dent’s manner of dictating, and fur- 
nished our transcribers with a checklist 
on a correspondent’s shortcomings such 
as “Dictates too fast,” “Dictates too 
slowly,” “Dictates indistinetly,” “Diec- 
tates beyond cylinder,” ete. We en- 
couraged the operators to be frank and 
fair in pointing out shortcomings that 
impede production, and to a degree can 
control these factors by further discus- 
sion with correspondents. We are still 
working on the problem of approaching 
a truer count, and have recently added 
Cyclometers to our typewriters on a 
trial basis. 

Any company considering the intro- 
duction of an incentive pay plan such 
as ours must make an extensive study of 
their employees’ production capabilities 
before drawing up standards of accept- 
able performance. This study must in- 
clude past records of performance, job 
analysis, time and motion study and last 


(Continued on page 185) 
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Anything folded today 
in your office? 


Mark it down as a red-ink operation 
if it was a quantity job, folded by hand. 
Circular letters, invoices, catalog sheets, 
announcements — all these, and many 
other items that have to be gotten 
out every day, week or month, can be 
turned out with a PB folding machine 
at a fraction of the cost of hand folding. 

The Pitney-Bowes FH model is small 
and portable. With semi-automatic feed 
and electrically driven, it is accurate, 
fast and easy for anyone to operate; can 
make two folds at once; can double. 
fold 8% x 11 sheets up to 5000 per 
hour. It can make eight standard folds 
in sheets as large as 8% x 14 inches, 
as small as 3 x 3 inches, and of 
many different paper weights. 

It takes less than a minute to set the 
FH for any job; you merely move two 
knobs to adjust for the folds wanted. The FH costs 

Not much larger than a standard _ /iftle more 


than a standard 
typewriter 


typewriter, and costing less, the FH is 
a great convenience in any Office, large 
or small...quickly pays for itself. Ask 
the nearest Pitney-Bowes office to show 
you — or send the coupon for a free, 
y illustrated booklet. 
Fully automatic model FM folds 
up to 19,000 sheets an hour. —_—— 
ss PiTNEY-BowEs, INC. 
= PITNEY-BOWES 3410 Pacific Street 
Stamford, Conn, 
= Folding Machines Send free booklet on 
— Folding Machine to: 
Name 
Made by Pitney-Bowes, Inc... . originators 


of the postage meter... 93 branch offices, 
with service in 199 cities in U.S. and Canada. Address 


Firm 
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‘Let’s talk 
systems... 


Peis close to a prob- 


lem is mostly an ad- 

vantage but sometimes 

a disadvantage. In 

such cases, a fresh 

viewpoint is in order. 

Nowhere is this more 

true than in business systems where the 
Moore man can apply what he has 
learned from many situations to this 
situation. Here's a case: 


INSTALLMENT PAYMENTS 


3-part Moore 
Register Form with 
Moore Register Cash Drawer 


The Problem: Each branch of a depart- 
ment store handled complete details on 
customers’ installment payments. Each 
maintained separate Accounts Receivable 
records, with bookkeeping machine, pass- 
book, Accounts Receivable, ledger card 
and control tape. 


Entering simultaneously in customer's 
passbook and in the ledger card that had 
to be pulled was slow going. Customers 
waiting in line got impatient. A separate 
monthly audit was needed at each branch. 
Credit authorization had to be duplicated 
and the system fell heir to all the pain of 
decentralized accounting. 
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The System: Basis: A centralized accounts 
receivable Register and Cash Drawer in 
each branch, operating with a 3-part 
Moore Register Form. 


Procedure: Customer presents payment 
with passbook. Clerk writes receipt on 
the Moore Register. Part 42, Tempo- 
rary Receipt, is given to customer. Part 
#1, Cashier’s Receipt, is for time being 
filed with passbook in cash drawer. Part 
#3, Audit copy, is automatically refolded 
in locked compartment of the register. 

At day’s end, the passbooks with 
cashier’s copies go to the Main Store, 
where Accounts Receivable machine- 
posts, then mails the passbooks back to 
customers, together with Past-Due notice 
to those customers who are in arrears. 
Audit copies (Part #3) also go to the 
Main Store. 


Savings and Gains: Lines are speeded, 
with customer time and store time saved. 
Costly bookkeeping machines and _high- 
paid bookkeepers are not required at each 
branch. The Past-Due tickler has become 
automatic. Audit copies, reaching the Main 
Store in handy continuous-strip form, are 
a foolproof control and a record for sales 
analysis. With Accounts Receivable cen- 
tralized, there is control over credit, branch 
sales, payments and Past-Due charges. The 
Moore Registers are efficient and have a 
hard writing surface to increase legibility 
on all copies. 


ee in hours, 


improvement in service and, above all, 
economies in system cost—are possible with 
the right system. Speed in getting to these 
objectives is likelier when a willing hand 
is waiting to help. A lot of companies find 
the Moore man a big help—and chances 
are you will. ,Meanwhile, the Moore peo- 
ple will send you, gratis, samples of im- 
provement in various operations. Write 
Moore Business Forms, Inc., at the office 
nearest you: Niagara Falls, N. Y., Denton, 
Tex. or Emeryville, Calif. 
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Electronic Computer Can Be Used 
To Translate Foreign Languages 


ROF. Leon Dostert of Georgetown 

University Institute of Languages 

and Linguisties has originated a 
practical approach to making language 
translations with an electronic com- 
puter. This was demonstrated recently 
in New York with the 701 Computer 
of International Business Machines 
Corp. Words were given signs to de- 
note rules of grammar and meaning. 
These rules must be foolproof and 
govern transposition of words when re- 
quired to make sense, choice of mean- 
ings when a word has more than one 
interpretation, omission of words not 
required for a correct translation and 
insertion of words required to make 
Following is an example of how 
the computer uses the stored signs and 
instruction rules: 

Take the Russian word 
means science in English. The Russian 
word o can mean either about or of. 
The proper English translation of nauka 
o is science of, not science about. In 
the computer’s Russian-English 


sense. 


nauka which 


glos- 


sary, nauka has the rule-sign 242 and o 
carries the rule-sign 141. Instructions 
in the machine’s memory say “whenever 
you read the rule-sign 141, go back and 
look for 241 or 242. If you find 241, 
select the first English translation and 
print both words in the order in which 
they appear in the Russian sentence. If 
you find 242, select the second English 
meaning.”’” Consequently, when the com 
puter is given nauka o to translate, it 
reads the 141, looks for and finds the 
242, chooses the second meaning given 
for o which is of and prints correctly 
science of. 

What IBM’s 701 actually did, in 
executing Russian-English translations, 
was to create within itself a working 
model of another “brain” designed to 
handle logie instead of mathematics. Dr. 
Dostert predicted that “five, perhaps 
three years hence, interlingual meaning 
conversion by electronic process in im- 
portant functional areas of several 
languages may well be an accomplished 
fact.” 





KACHYESTY? UOLYA 

sn 8 i 

& é i ous 
8 G08 GOGee 68 Beeee 


Thig car 


OPRYENYELY 


A 
ae 8 | t 


ETSY@ KALORYIYNOSTJYTU 


a a 4 
is punched with a sample arp Nesta gg (as 
- It is 


interpreted at the top) in standard IBM punched-card c 
then accepted by a 701, conve rte into its own binary language and 
translated y means of stored digplopary age operational syntactical 


programs ingo the English lapguage equivalent which is thep printed. 





THE QUALITY 1S DETERMINED 


CALORY CONTENT 











Above: A punched card with a foreign language sentence. 
Below: The translation which is printed in a few seconds. 
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new improved PORTABLE 
PAPER GATHERING MACHINE 


saves time and expense 
anywhere...anytime! 





>» Most companies recognize the 
fatigue and confusion created by the 
task of assembling sales bulletins, 
price lists and other types of dupli- 
cated papers into sets. Yet because 
these operations may be “‘spread 
out” through many different depart- 
ments, it is often difficult to realize 
that they cause hundreds and thou- 
sands of dollars of needless expense. 


With this light weight compact 
Thomas Table-Top Collator, you 
can put 8 extra helping hands to 
work anywhere there is a paper 
assembling job to do. One operator 

. working easily and comfortably 
gathers completed sets twice as fast 
as by old-fashioned hand assembly 
methods, with verified savings to 
50%. And the Table-Top is accurate 
as well as fast . .. permits a constant 
check on every collated set so that 
blank or misprinted pages don’t slip 
through . . . so simple that anyone 
can operate it. 


For full obligation-free informa- 
tion, write to Dept. B. 


FEATURES 


Light weight and compact—occupies only 
16” x 27” of desk space. 
. . . . . . . 
5 and 8-bin models available. 
. . . . . * . 
Tilted bins and patented Ejectomatic feed — 
assure smooth, dependable operation. 
. . * ° . . . 
Hand lever can be located right or left — 
for operator's maximum convenience. 
* — . . a . . 
No set up time—always ready for use. 
. . . = . . . 
1-year guarantee—maintenance costs 
practically non-existent. 


Permits collating of both 812” x 11” and 


82" x 14” sheets. 


eeeeseeseeeeeeneteeneeeneeeeeneeeneteeeneneeneeeeenepeeeeeeeeeeeeeeeeete @ 
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| ES a ol ls tors 


Specialists in Paper Gathering 


30 Church St., New York 7, N. Y. ets. 
135 SALES AND SERVICE OFFICES FROM 


FREE. Write for Collating Demon- 
stration and/or Collating Analysis 
Sheet .. . shows you how to save 
up to 50%. Also available, free 
bulletins on new Table-Top 
Model, floor models, and high- 
speed Tandem. 


COAST TO COAST 
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a peimain ite 


Porcelain enameled exterior of Erie Enameling Company's office building, Erie, Pa. 


Erie Enameling Co. Built Its Own 
Office Building 


WALTER RUDOLPH 


RIE ENAMELING CO., Erie, Pa., 

have a one-floor office building of 

very simple design which 
unique features making it: one of the 
most attractive and utilitarian plants for 
its size in the country. Over half of the 
exterior facings, close to 6500 sq. ft., 
are of architectural porcelain enameled 
steel, impervious to weather and_ re- 
quiring negligible maintenance. This is 
in two-tone mottled tan with light and 
dark green trim. The entranceway itself 
is the angular, type with a 
broad all-glass, show window type ele- 
vation that fronts the small, ultra- 
modern lobby. 

Of interest in the lobby is a Translite 
treatment, on one wall, of Erie’s famous 
original iron warship, the Wolverine. 
This is a color painting on glass back- 
lighted for eye-catching beauty. Corru- 
gated glass paneling in the lobby points 
up the fact that this type of glass par- 
titioning, and related types, are among 
interior features. So-called bank type, 
or ripple glass, tops semi-partitions in 


boasts 


recessed 
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Entrance lobby with Translite picture of the 
famous Erie ship, Wolverine. 





Sieve Zawski, Erie Enameling Company's chief 
engineer, using Executone intercom. 


several parts of the office layout. Many 
of the offices are connected visually, at 
least, by picture-type glass insertions in 
adjoming walls. 

We might note here the comment by 
one company official, in describing the 
physical layout of the office building, 
that the facility was designed and built 
by Erie Enameling personnel, through- 
out. Cost was considerably less than 
it would have been if the building had 
been contracted. Erie Enameling, hav- 


Porcelain enameled hearth contains person- 
nel's signatures in office of H. R. Spencer, 
president. 


ing its own engineers and construction 
men for its country-wide installation of 
porcelain enameled steel, was of unique 
help to itself in this project. 

Floor area is roughly 6200 sq. ft. and 
broken ‘nto five zones for radiant heat- 
ing. Special air-conditioning or venti- 
lating features were eliminated through 
the simple expedient of having the 
building slim and L-shaped, affording 
cross-ventilation through numerous win- 


(Continued on page 193) 


Drafting room with 


modular-type engi- 
neering offices at 
left. 


Tue Orrice—March, 1954 








simple 
handsome 
accurate 
versatile 


= 


| 
unique advantages —— 


BG 


ponte 
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makes perfect copies in seconds ! 





This newest development in photocopy machines, now available in one 
compact unit, 1642” x 2312” overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


Glossy black with white trim — looks well anywhere. 


No matter how fine the detail, or what the colors, if you can see it in the 
original you will see it in the photocopy. 


Produces exact, letter-perfect copies up to 14” wide — whether the original 
is single or double sided, opaque or translucent, white or colored. Photo- 
rapid’s legally accepted copies are ready for instant use, eliminating oe 
typing, hand copying and checking —or costly outside copying. Wit 
Photorapid you can make single side copies, double side (to reduce filing 
space), transparent copies for use as masters with diazo or blueprints, 
tissue copies for air mail — all at an unbelievably low cost. Also two-part 
models for copying from books without removing or injuring pages. 


In seconds your finished, perfect copy is ready. 


Closed — when not in use — solution keeps longer. 
Non-metallic construction prevents corrosion. 
Write for Details, Dept. O-3. 


105 CHAMBERS ST.» NEW YORK 7, N. Y. * BA 7-4150 
Carbon Papers « Inked Ribbons ¢ Duplicating Supplies and Equipment 


“Devoted to the art of improving 1M pressions” 





On-the-Job Religion 


SIDNEY SHEPHERD 


ANAGEMENT is adding a new di- 

mension to help its employees meet 

the burdens of business problems 
which are added to their personal, social, 
family, financial and other worries. This 
new dimension is religion. Executives 
of many large and small businesses, be- 
lieving in the practical strength of Sun- 
day religion, successfully are applying 
its principles and practices from Mon- 
day through Friday. Instead of limiting 
worship and meditation to cathedrals 
with high vaulted arches and_ stained 
glass windows, employee services are be- 
ing held in libraries, offices, cafeterias 
and hallways as well as special chapels 
in office and plant buildings. 

Morning services, noontime prayers 
and afternoon devotions are being con- 
ducted by such representative organiza- 
tions as an airplane plant, an advertis- 
ing agency, a cigarette manufacturer 
and newspaper and magazine offices in 
Some of 
these were introduced during 
dismal depression days, whereas others 
were established during World War II 
and the Korean War. 

Although on-the-job religious worship 
appears to have originated in heavy in- 
dustry, it has been carried into the 
ranks of white collar work. In both 
the heavy and light work fields, religious 
interest has followed two main ap- 
proaches. There is the group which gets 
together to read psalms, join voices in 
hymns and maybe recite some prayers or 
express certain hopes. Where there is a 
strong interest by management, a full- 
time or part-time minister or religion 
counselor is added to the payroll along 
with the clerks, typists and supervisors 
who may voluntarily eall upon him. 

During the grim days of the depres- 
sion thirties, John Ryder, head of Norm 
Advertising, Inc. in New York, was in- 
spired to bring religion into his life, his 
business and his office. He recalls, 


various parts of the country. 


S@SS1ONnS 
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“Other men were lying awake nights 
worrying about losing their jobs or 
running their companies into the red.” 
3y chance he embarked on a different 
path which led this man who had be- 
lieved in God “vaguely” to the rectory 
of Calvary Church on Gramerey Park 
North in New York. He was surprised 
to hear ordinary people talking about 
faith as a practical answer to business 
and personal problems. After a time 
Mr. Ryder participated in the church’s 
men’s group. He became more spiritu- 
ally moved. He learned “the power 
available through prayer at home, in the 
office, wherever I might be.” The more 
he thought about it, the more he realized 
that he wanted “to serve God now.” 
Since he spent most his time and exerted 
most his influence in his office, he se- 
lected that place to start a group simi- 
lar to the one at Calvary Church. 

First he suggested the idea to his of- 
fice manager. Both men became enthusi- 
astic about inviting office employees as 
well as outside friends. Early groups, 
congregating about once weekly, often 
increased to 35 persons of whom many 
were friends from Gramercy Park. 
Later he inaugurated prayers in_ the 
office each morning a half-hour before 
the stroke of 9 when telephones, type- 
writers and other office machines began 
making the noises of business. Every- 
body was welcome to join in the morn- 
ing praver sessions, but only the office 
manager came. Other staff members, it 
was learned, would have attended “if 
they could have done it on company 
time.” However, Mr. Ryder felt that 
such religious devotion implied “sacri- 
fice as well as salvation.” 

Month after month only the boss and 
his office manager prayed side by side. 
Then others, “seeing the change in us,” 
said Mr. Ryder, “asked if they could 
come.” A half-dozen employees, includ- 
ing department heads, now gather for 
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This 9-by-15-ft. chapei is for the use of employees in the 21-story office building of R. J. 
Reynolds Tobacco Co. in Winston-Salem, N. C. Rev. Clifford H. Peace has been the com- 
pany’'s religious counselor since 1949. 


early morning prayers in the boss’s 
office. They are joined by the com- 
pany’s sales representatives who hap- 
pen to be in town. More than a dozen 
other company employees, ranging all 
over the United States and Canada, 
often pray with the office group at the 
same hour or at their own prayer times. 
The pattern of prayer is simple and 
democratic in this business house. Prob- 
lems usually are discussed the day be- 
fore, then group members sleep on them. 
These problems are “offered to God” the 
following morning. In these words, Mr. 
Ryder describes the ritual: 

“Each day leadership rotates to a dif- 
ferent member of the team who opens 
by reading a chapter from the New 
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Testament. Next, this leader may pray 
extemporaneously and then he leads us 
in the Lord’s Prayer. In a period of 
silence we then offer up ourselves and 
our problems to God and listen for His 
answer. We always write down any 
thoughts and directions which come to 
us, and towards the end of our time to- 
gether the leader asks each one to read 
whatever he has written. If a specific 
problem is still unanswered, or if we are 
in disagreement about it, we never act 
on it. We offer it up during the day in 
individual prayer and at the next meet- 
ing, until God’s answer is clear. I do 
not order my executives to do anything. 
We either act in love and unison, or not 
at all. Each meeting concludes with in- 
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tercessory prayers for anyone who re- 
quires them.” 

Lest anybody think that prayers and 
sible readings turn the tricks of adver- 
tising art, layouts and copy, Mr. Ryder 
observes that “God works through us, 
but we must assume responsibility for 
our jobs!” Onee he stepped aside to 
let God take over entirely—and within 
two months his business was almost on 
the rocks. 

Each morning similar services are be- 
ing conducted at precisely the same time 
in a Texas newspaper plant where the 
words of the 23d Psalm, reciting David’s 
confidence in God’s grace, are intoned by 
about 25% of the almost 300 employees 
of the Dallas Morning News who enlist 
their heads and hearts in daily services. 
These employees have come to appreci- 
ate the strength and inspiration of 
prayer which braces them before they 
are beset by the «lacking of typewriters, 
jangling telephones, hubbub of talk and 
the roar of presses rolling out tens of 
thousands of newspapers blackened with 
news mainly about the 
fellowmen, 

The religious program at the news- 
paper comprises an opening and closing 


woes of our 


prayer, plus hymn singing and a mes- 
Wednesdays are dedicated to 
readings from the Holy Bible. In the 
beginning the group reads from the Old 
Testament from the first book of Genesis 
on through, reading a chapter each week. 
Devotional messages are brought by 
executives as well as maintenance de- 
partment porters. Invited speakers oc- 
casionally have been clergymen, repre- 
senting Protestant, Catholic and Jewish 
faiths. last 10 minutes 
roughly one-fiftieth of a working day 
yet they are held before office hours 
start. That fraction of time spent with 
God has helped bring peace of mind 
which lasts many workers throughout 
the rest of the day. These Moments of 
Meditation are publicized by the com- 
pany newspaper and bulletin board an- 
nouncements in all departments which 
inform of speakers to appear at the 
daily devotionals. 

Kennie Ritchel, display advertising 
salesman for the Dallas News, sent a 
letter to the suggestion committee in 
which he proposed this daily devotional 
period. It was his solution to “rid my 
mind of confusion” which started 


(Continued on page 126) 


sage. 


Services 


PNA i Ti 


Some 300 office workers of Solar Aircraft Co., San Diego, are cooperating in the building of 
this All-Faith Chapel to be dedicated as a place for employees to pray, meditate and rest. 


98 


THe Orrice—March, 1954 











King 


Cotton soys 


“No business record Is 


¥ worth more than the 


paper | 


Ever have trouble with dog-eared sheets, 
split-cornered cards, tinted sheets with white 
or rough spots from erasing? This can mean 
hundreds of dollars in time and labor recopy- 
ing vital records. Ever look into old files and 
find brownish, cracked sheets — sheets of 
records that the law says you must keep for 
many years? 

If you have these or any other troubles 
with the ledger paper or index cards you use, 
here’s the answer: 


PARSONS MECHANO FORM 
Made with NEW Cotton Fibers 
One of America’s most popular record- 


t's written on 


keeping papers, MECHANO FORM 
LEDGER is available in white and six colors, 
in 13 sizes and four weights. MECHANO 
FORM INDEX-FRISTOL; is available in 
white and seven colors, five sizes and four 
weights. The colors match for “color con- 
trol” — a real convenience if you have sev- 
eral departments, branches or types of rec- 
ords. The many weights mean you can get 
paper or card as tough or stiff as you need it, 
and the wide range of sizes makes possible 
getting practically any shape sheet or card you 
need, without wasting paper. MECHANO 
FORM is made to match the needs of both 
machine and hand bookkeeping. 


PARSONS PAPER 


co 


MPAN Y 


Over 100 Years in Holyoke, Massachusetts 


VALUABLE FREE BOOKLET 


© pp co 1984 FF 


PARSONS PAPER COMPANY 








Do you know how long various types 
of records and documents should be 
kept’? How to plan and set up a con- 
tinuing system for adequate records? 
Or what type of paper you need to 
stand up under various amounts and 
years of use and storage? This new 
booklet will also help you buy your 
record-keeping papers and cards more 
economically. Every accountant, treas- 
urer, controller, office manager and 
bookkeeper should have one. Send for 
your free copy today. 
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Dept. 4C, HOLYOKE, MASSACHUSETTS 

Please mail me, without cost or obligation, your new book- 
let on records systems and retention. It’s called “How to Get 
What You Need in Record-keeping Papers and Index Cards.” 


Name... pty ; 
° ° PLEA ! 
Organization a ne 
or Company 


Street 
City 


or Town... 





=Gfapl a-maric, 


A NECESSITY IN MODERN BUSINESS — 





Here’s Another 
Way To Save Money! 


Wherever stapling is done in 
your office ...or plant... 
STAPL-A-MATIC will do it faster, 
better, more economically! 
STAPL-A-MATIC — stapling is 
effortiess ... uniform .. . quiet 
. ++ fool-proof! No more lost hours 
“banging away” at old fashioned 
staplers. 


It’s Portable — plugs in any- 
where. 


Instantaneous ...no set speed 
or timing cycle. 


Pays for itself in no time — 
cuts costs up to 70% or more. 





THE =Sfoplex CO. 


775 Fifth Avenue ¢ Brooklyn 32, N. Y. 
Just Insert the Work 


Write for literature Two Hands do Much More 
ae ERG! SE Sc i GR Ee A a 


THE STAPLEX CO., 775 Fifth Ave., Brooklyn 32, N. Y. 


Gentlemen: 


[} Please send me more information about your 
STAPL-A-MATIC. 


() Please arrange for a no-obligation demonstration. 





-... Standard Size Staples 


Reloads in Seconds 
No Parts to Remove 
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Aetna Insurance Has a Dictation Disc Jockey 


HE NEW million-dollar office build- 
ing of Aetna Insurance Co. in Park 
Ridge, suburb of Chicago, has every 
modern convenience, providing the ap- 
promimately 500 employees with 
pleasant, healthy working conditions and 
making it possible for them to work with 
maximum efficiency. There is even a 
dise jockey, which is the name this em- 
ployee has given herself. She is listed 
in Aetna personnel records as the at- 
tendant of a battery of six Gray Phon- 
Audograph recorders in the transerip- 
tion department. The machines she at- 
tends record dictation on light, non- 
breakable dises from 50 PhonAudograph 
“telephone” dictation instruments. 
“This method of telephone dictation is 
a great time saver,” according to Mrs. 
Elsye D. Rech, who is in charge of the 
transcription department. “It 
us to serve more people faster.” 
To dictate with this system which was 
put on the market by Gray Mfg. Co. in 
1952, a user picks up his dictating in- 


enables 


strument (it looks almost exactly like 


a regular telephone) and talks. His 
words are recorded on a machine in the 
transcription department which may be 


Sue Olson is a dic- 
tation disc jockey at 
Aetna Insurance Co. 
where she services 
six PhonAudograph 
recorders. Fourteen 
transcribers handle 
dictation of more 
than 50 dictators. 
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many hundreds of feet away from his 
desk. 

The telephone-like dictating unit re- 
places more costly individual dictating 
machines. As many as ten or twelve 
dictators can be connected to one re- 
cording unit. They might be compared 
with people sharing a party line except 
that nobody can eavesdrop on what is 
being said and the line is almost always 
free. An automatic switching device 
connects a dictator with a recorder not 
in use. 

In the handle of the dictator’s dic- 
tation telephone there is a_ stop-start 
button. He presses on it with a finger 
to start the recorder. On the face of 
the telephone cradle are four push but- 
tions. A touch of one will indicate to the 
girl who transeribes his dictation where 
she will find the end of each letter. 
Should the user hang up at the end of 
dictation, the “end of letter” indication 
is made automatically. 

A push on a second button indicates 
where the transcriber will find corree- 
tions or special instructions, such as 
directions to transcibe a certain letter 
or telegram first and get it on its way 





C. C. Carter, office manager, Aetna Insurance 
Co., Park Ridge, Ill. 


immediately. A third button, labelled 
“listen,” allows immediate playback to 
the dictator of the last sentence or two 
of his dictation. Whenever he is in- 
terrupted during dictation, he can re- 
play his last few words to recall where 
he stopped. Should he wish to listen 
back to something he said earlier in his 
dietation, he can touch the button re- 
peatedly. Each touch takes him back 
another sentence or two. The machine 
automatically returns the recording dise 
to the point where he ended dictation 


when he completes the playback. 

The fourth button is for his conveni- 
ence when he wishes to talk with the at- 
tendant who supervises the recorders. A 
touch of this button sounds a buzzer and 


turns on a warning light on the re- 
corder, telling the attendant a dictator 
wishes to talk with her. She talks with 
him over a special phone which hangs 
in a eradle on the side of the recording 
unit. When she lifts the telephone from 
its cradle, recording is automatically 
stopped, assuring that their conversa- 
tion will not be recorded. When the dic- 
tator is through talking with the at- 
tendant, she hangs up and the machine 
is ready for use again. When a dise is 
almost completed, both the dictator and 
attendant are automatically warned that 
a new dise will be required soon by the 
sounding of a tone in the dictator’s ear- 
piece and the sounding of a buzzer and 
flashing of a light on the recorder. 

The convenience of the system, ac- 
cording to Mrs. Rech, prompts dictators 
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to answer their mail as they go through 
it, rather than first going through their 
mail, sorting it, and answering it at 
one long dictating session to make a 
work-jam in the transcription depart- 
ment. It gives the complement of 14 
transcribers, or operators, a steady flow 
of work. “Consequently,” says Mrs. 
Rech, “there is a minimum of delay, 
and we are able to give our agents and 
the assured better service.” 

Another benefit is the time saved 
through elimination of delivery of dises 
to the transcription department. John 
J. Woodmansee, superintendent of 
Aetna’s bond department, says the sys- 
tem is “a great benefit,” adding, “It is 
always available. It is easy to operate. 
I can dictate while the letter is fresh 
and the answer is clear. And the finished 
letter is quickly returned to my desk.” 

While correspondence files frequently 
acrompany dictation dises to transerip- 
tion departments, this is not the case at 
Aetna. Dictators are briefed to dictate 
complete letters, to spell out all names, 
locations and unfamiliar words. Thus, 
the operators do not have to go through 
files to check spellings, figures, policy 
numbers, ete. This not only saves time 
but, in many instances, makes it un- 
necessary to re-type letters to eliminate 
errors. The Western Department of 
Aetna, headed by Rush W. Carter, su- 
pervises the company’s business activi- 
ties in 17 states. 


A 
s f ; é 


John J. Woodmansee, superintendent of Aet- 
na's bond department, dictating on his 
PhonAudograph. 
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YOU CAN WIN if you’re employed in or as- 
in sociated with an offset duplicating depart- 
ment. It’s nearly as simple as that. So, write 


for entry blank and contest rules today. 
“Win-A-Mercury” or a big cash prize. 


4. ¥ @. PHOTO-OFFSET 
3M PLATE 











FPrize mexcury 
offset duplicating machines Y Prize $500... 


Sponsored by the makers of 


PHOTO-OFFSET 77 TEN $100°° PRIZES ! 
PLATES 


for owners or operators of 


Minnesota Mining and Mfg. Co. 
Dept. O-34, St. Paul 6, Minn. NAME 


COMPANY 


i 
: 
1 RUSH ME free entry cours avons a. 
| blanks and rules Cece eee cee cece ees ONS SATE 


—— a me ce ee eee ee ee ee ee ree ee ee 
Made in US.A. by MINNESOTA MINING AND MPG. CO., St. Paul ¢ 
yvers and Frisket Papers, “Scotchlite” Reflective Sheeting, “Scotch” Branc 
Tape, “Underseal"’ Rubberized Coating, “Safety-Walk" Non-slip Surfacing, '3} 
S. 42nd St., New York 17, N.Y. In Canada: London, Ont., Can 
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COLE'S 


ONE DRAWER letter file with 
spring compressor. Smooth glid- 
ing, roller bearings. 1434" w., 


12'/2" h., 16" d. No. 111, $12.50 


Legal size. 1834" w., 12!/" h., 
1B ts Mo. 222. oc. ss xn eee 


SAFETY CABINET built of heavy 
gauge steel. With Jock and key. 
1434" w., 12/9" h., 16" d. No. 121 


Jumbo-size. 1834" w., 12!/2" 
16" d. No. 


700. Letter file. - 702, Letter file, No. 704. Letter file, ond No. 706. Letter file, 
ai" w., 30/2" h., 4 & 6 card ae safe wait. ih, safe and 4 x 6 drawers. 
$30.25 Ya" we, % 36%" 30!/2"" h., . $30. "2 + w., x 36%" h., 
: ak Uap $37; 45 " $37.45 

,, 201. Legal size. No. 705. Legal size. 
18%" wide. $34.65 No. 703. Lega! size with 18%" wide, $34.65 No, 707. Legal size, 
5 x 8 drawers. .. .$44.25 8 drawers. 


Colors: Olive green or Cole gray finish. 
LOCKS for all units on these pages, $2.10 per drawer. 


LE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 











Toterlck' rae 


4 


ADD-A-SECTION 


Cole’s popular interlocking units will save yo 
The cabinets illustrated on this and the dine tnd velubble spoce. Uadeniéae ther ba 


opposite page represent only a few of can build your own filing system to suit your pa 
the combinations made to meet your ticular needs. These are all 16° deep, 14% wid 
own particular needs. They can be | Wetter size). 

interlocked with standard 3x5, 4x6 or 


5x8 card cabinets. Cole's "Interlock’’ CABINET for 4x6 CARDS 


No.C3462 $7.20 
units are small enough to fit into any 


closet or corner, yet large enough to 


ae | CABINET for 6x4 CARDS 
house any filing system. No.C3364 $20.00 


PRICES SLIGHTLY HIGHER IN TEXAS, 
COLORADO AND WEST OF THE ROCKIES. CABINET for 9x 6 FORMS 
No. C3962 $19.20 


‘LEGAL BLANK’ Cobinet 
also used for stationery 
and office forms 


No.C166 $12.50 





LETTER SIZE FILE 
No.111 $12.50 


=a) ere 


PRIVATE SAFETY Cabinet 

No. 708. Letter file No.12! $12.50 

with " blank" iy 

Swe TE igh Niall? Poubte oe } 
+ Fo e 

re” Sule” 4. OAD card files, plus safety j 


* al o e 
No. 709. As above but unit. = We, oe SANITARY BASE 


"legal size" width. !6 ; No,111B $6.25 rag 
Ge ay % ‘ OOS sail 


SEND FOR COLE'S LATEST CATALOG 


LE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 























s 


GATES 

PERFORATOR 

Easiest action, large waste 
container. Compact, economical. 
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Study of Prolonged 
Absenteeism 


teeism due to illness and non-oceupa- 

tional disabilities is the subject of a 
study being carried on by the Research 
Council for Economie Security, Chi- 
cago, under direction of Gerhard 
Hirschfeld. The study, now entering its 
third year, is the culmination of several 
years of research to uncover facts about 
ill-health, to discover how many people 
are affected by prolonged absences, what 
the costs and nature of the illnesses are, 
and how the costs are met. It is also 
attempting to learn what relationship 
exists between prolonged illness and age, 
income, sex, occupation, length of em- 
ployment, company benefit plans, medi- 
cal facilities, and other factors. 

“It is a first step,” according to Mr. 
Hirsehfeld, “in what is hoped will be a 
series of such investigations of pro- 
longed illness among all segments of the 
population, aged retired workers, depen- 
dents, self-employed, agricultural, ete. 
Beginning with the employed persons 
permits us to approach the overall prob- 
lem of prolonged illness in the area in 
which the information is most readily 
available, the impact is greatest due to 
the accompanying loss of income, and 
in which the results of the study can be 
applied most immediately. We hope 
that more companies will participate in 
this study so that we will be able to 
secure a cross-section of industry and 
thus provide the community with the 
kind of information it needs to evaluate 
its health problem.” 

The illness experience of a group of 
400,000 workers throughout the country 
will be studied. This represents a 1% 
sample of the country’s non-agricultural 
employment. From this group the Re- 


T= problem of prolonged absen- | 


search Council expects to obtain some | 
14,000 cases of prolonged absenteeism | 


for detailed analyses. The Council’s 
second progress report deals with its 


findings on two groups of employees | 
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HOW TO 
INCREASE 
YOUR 
PROFITS 





...without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 





Write, wire or phone 








TELEPHONE 
R1I-5816 


139A Howell St.Dallas,Texas 
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INKED RIBBONS 


For: TYPEWRITERS * TABULATING & 
BOOKKEEPING MACHINES * ADDING 
MACHINES @ ADDRESSOGRAPHS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


Cod — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. 


se ox » 8 sp Sa a ok ashe * 


Chicago 6, Ill. 


who have been in the survey for a one- 
year period. The first part of the re- 
port deseribes the incidence and dura- 
tion of absences among a group of 22,- 
778 workers; the second part deals with 
the nature and costs of prolonged ill- 
ness of a group of 1,212 absences. 

Among the 22,778 employees there 
were 749 prolonged absences (more than 
four weeks) due to non-occupational dis- 
ability. This is a rate of 33 per 1000 
a year. The rate for women was 43 
per 1000 and it was 28 per 1000 for 
men. There was relatively insignifi- 
sant difference in the rates of prolonged 
absence for men and women salaried 
workers: 16 per 1000 for men compared 
to 18 per 1000 for women. There were 
almost twice as many prolonged ab- 
sences—62 per 1000 against 32 per 1000 
—among female production workers as 
there was among males. 

There were very marked differences in 
the absence rates of production workers 
and salaried workers: relatively twice 


as many prolonged absences among male 


production workers as among male 
salaried workers and more than three 
times as many prolonged absences 
among female production workers as 
among female salaried workers. Dif- 
ferences in absence rates between the 
broad occupational groups are impor- 
tant in determining the variable impact 
of absence on productivity and costs. 
They will help in assessing the relative 
need for protection against illness costs 
among the different groups of workers 
and evaluating the scope and character 
of employee benefits and industrial 
health programs. 

The present data are not sufficient to 
explain the varied absence rates among 
the sex and occupational groups. The 
finding of 33 prolonged absences, repre- 
senting a loss of 1,868 work days per 
1,000 employees, indicates that the 
equivalent of seven man-years are lost 
for every 1,000 employees each year. 
Of all absences of a week or more, 25% 
were responsible for 62% of all the 
time lost during these absences. Among 
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D> FLEXIBLE SAFETY 
> KEYBOARD PREVENTS 


ERRORS... FAST... 
QUIET... EASY 10 
OPERATE! 


Models with 7 and 
8 columns available at 
small additional cost. 
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‘Schein of | 
is produced by re 
-nowned Swiss Watch f 
ries, main assembly 
Swedish quality steel . 
combination shin g' 


desk with i A 
time - saving © | 





GET FACTS ABOUT THE 
REGNA ADDING MACHINE NOW! 


Gentlemen: 
Please rush more information on the Regna Adding ! 
Machine and tell me how I can become a Regna dealer. 
Name 

Company.. 

Address 

City ; Zone State 
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Are you tired of 


Building—through business—for a better 


ROYAL CALL YOUR ROYAL 
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messy typing? 


Get the cleanest, neatest-looking letters you ever 

signed for only a penny a day. Just trade in your 

old typewriters at 5 years instead of 10 for new 
Royal Standards. 





What do new Royal Standards 
give you? They increase typing 
production, turn out letters you’ll 
be proud to sign, and memos and 
reports worthy of your business. 


They’ll help raise office morale, 
too, and provide better employee 
relations — intangibles that are 
hard to define but mighty 
apparent when missing. 


Besides, Royals are the 
finest, most rugged pre- 
cision writing machines 
built. They take less time 
out for repairs, too. 

An added point is this: 
Royals are preferred 21% 
to 1 in business by people 
who type. So, you’re pro- 
viding your folks with 
the popular typewriter. 


America! Support Junior Achievement 


REPRESENTATIVE 
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It’s well worth while to turn in 
your old machines at 5 years in- 
stead of 10. About a penny a day 
per machine is all it costs. 


Ask a Royal Representative 
to demonstrate the new Royal 
Standard and explain the penny- 
a-day story. 











j He’s listed in the 
Classified 
( Telephone Directory 





See how others save 


“= 
with 





figure-thinking 








.. compute savings ac- 
count interest swiftly and 
with unvarying accuracy 
on the fully automatic 
Friden Calculator, also 
figure average daily bal- 
ances, foreign exchange, 
average daily float, amor- 
tization, account costs, 
interest on notes, mort- 
gages, small loans, etc. 
The Friden has big- 


volume capacity! 


‘TIdeNn. 











DEPARTMENT STORES 


.. simplify figuring of ac- 
counts payable invoices 
with the fully automatic 
Friden Calculator, also 
use time-saving Friden 
shortcuts on payroll and 
statistical calculations, 
expense distribution, in- 
ventory, sales audit. A 
Friden quickly pays for 
itself in time-savings! 














PLUMBERS 


. speed out material 
and labor estimates with 
the fully automatic 
Friden Calculator, also 
compute and check in- 
voices, do payroll calcu- 
lations, shortcut many 
other plumbing figure 
problems. Small shop 
operators as well as large 
contractors find it profit- 

able to save time with 
the Friden! 














Friden builds 
calculators in a 
wide price range, 
in every size 
for every 
figuring need 


THE THINKING MACHINE OF AMERICAN BUSINESS 


You find Fridens everywhere in business. Because 
the Friden performs more steps in figure-work 
without operator decisions than any other calculating 
machine ever developed. Each automatic Friden 
decision reduces business overhead costs by saving 
human time. It’s likely your business can’t afford 
NOT to own a Friden. See what you think when you 
see the Friden figure-think. Call in your nearby 
Friden Man and watch a demonstration ! Friden 
sales, instruction and service available throughout 
the U.S. and the world. FRIDEN CALCULATING 
MACHINE CO., INC., San Leandro, Calif. 

© Friden Calculating Machine Co., Inc. 
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all male employees the proportion of 
work days lost was 5% greater than 
among the females, and among the 
salaried group 16% greater among 
males than females. 


The largest proportion in the group 


of 1212 prolonged absences, 28.6%, was 
caused by diseases of the digestive sys- 
tem; violence and poisonings were re- 


sponsible for 12.7%; diseases of the 
respiratory and circulatory systems each | 


caused 10.6% of the absences; 
genito-urinary disorders, 8.9%. 


disabilities in this group were not ex- 
clusively a problem of geriatrics. 
median age of the total group was 43.6 


and | 
Pro- | 
longed absences due to non-oceupational | # 


The | 


years, and of the women, 39.4 years. | 


Workers 65 years of age and older com- 
prised 4.4% cases. 

Of all the men, 6% were 65 or more; 
of the women 0.8%. Persons 55 years 
of age and older accounted for 25.8% of 
all cases of prolonged absence. Of all 
the men, 32.2% were 55 or more; of the 
women, 9.5%. 


By far the largest number of the | 


absences involved workers whose annual 
earnings were less than $3,500. 
accounted for almost 62% 
senees. About 27% of the 
were of workers 
$4,999. 


They 

of the ab- | 
absences | 
receiving $3,500 to | 


Here are some highlights of the data | 


dealing with medical costs of the 1212 
cases: 

52% of the total costs reported were 
charges billed by a hospital. Of these 
charges, 55% were for room and board; 
45% represented costs of drugs, dress- 
ings, x-ray and other services rendered 
by the hospital. 

Physicians’ and surgeons’ fees repre- 
sented 37% of the gross costs. The sur- 
geons received 65% of the fees; physi- 
cians, 35% for non-surgical 


services. | 


Of the latter physicians’ fees, 19% were | 


location 


of the 


for hospital attendance. The 
of the services of another 20% 
fees was not given. 

Gross costs of each absence totaled 
more than $300 for 44.6% of the ab- 
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removes dirt, ink or grime from 
typewriter type office machines 
(before and after addressing machines 
cutting stencils) time stamps 
cylinders feed rolls 


Mize, 


This handsome 
plastic box has a 
thousand other uses! Ideal for 
spare paper clips, stamps, etc. 


Anyone can use Star Type Cleaner! 
It's quick and safe . . . no danger- 
ous ; ic . » « no mess or bother! 
Remember, clean equipment is 
easier to operate, gets better re- 
sults, lasts longer! 

Try Star Type Cleaner today ... 
FREE! Write on business letterhead! 


37 Greenpoint Avenue, Brooklyn 22, 
New Yor 


EBERMARD FABER 


Since 1849 


TRADEMARK REG. U.S. PAT. OFF. 
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GIVES YOU 


ALL-AROUND STAPLING 


PERFORMANCE 
IN THE OFFICE 





sences. More than half of these had 
gross costs over $500. Gross costs 
amounted to $1,000 or more than 5.3% 
of the cases. The largest single group, 
31% of the total, had gross costs rang- 
ing from $100 to $299. 

Among the 933 absences for which 
benefits were paid, 62% received bene- 
fits covering three-fourths or more of 


| the medical costs claimed under group 


- | plans in the employing establishments, 


Model 

No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 


Model 
o. 105 
Standard 


iY 4-WAY MACHINE 
Stapler, Tacker, Plier, Lee. 
Temporary-Permanent Stitch. iG ; 


Model No. P-98 

PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 

at files and other hard-to-reach places. 
FILL IN COUPON AND MAIL 


SE ON SON OS EN OE 
[arrow Fastener Company, iInc., Dept. O 


One Junius Street, Brooklyn 12, N. Y. 
I Please send literature on your office staplers | 


J avpress 


a cena 
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| tendance in a hospital. 


| ings to 
| covered by insurance. 


28% received benefits for one-half to 


| three-fourths of the amounts claimed. 
| Benefits received by the remaining 10% 


covered less than half of the amounts 


| claimed under group plans. 


Although there was some kind of 


| group medical care plan in every one 
| of the 32 establishments included in 
| this report, 25% of the workers reported 
| they held medical care insurance outside 


of the group plans. Most of the in- 


| dividually-held policies provided hospi- 


A little over 
included some 


tal expense protection. 
three-fourths of them 


' benefits for charges other than room and 


board. Among workers who held in- 
dividual policies, 37% had coverage for 
surgery. Less than one-third had pro- 


| tection for physicians’ non-surgical serv- 


ices and virtually all these were for at- 
A few provided 
benefits for nursing services and about 
one-fifth provided compensation for loss 


| of earnings during illness. 


Group plans in the establishments in 
which these prolonged absences occurred 
met a major share of the hospitalization 
and a substantial share of the surgiecal- 
eare costs. A small share of the physi- 
cians’ fees also was covered. In addi- 
tion, at least one-fourth of the group 
had benefits under the individually-held 
policies. As a result, the n-t cost of 
each absence totaled more than $300 
for only 11.5% of the absences; 59.9% 
had net eosts of less than $100. There 
was 28.6% with net costs ranging from 
$100 to $299. 

Of the total group, 37% drew on sav- 
meet the medical costs not 
The savings had 
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December 12, 1953... Bell X-IA flies at record speed of 1650 miles per hour 


How XEROGRAPHY 
Cuts Duplicating Costs 33370 


FOR BELL AIRCRAFT CORPORATION 


The BELL-X-IA is the world’s fastest airplane. Xerography is the world’s fastest, most 
versatile way to copy original material on to paper masters for duplicating. 

Bell Aircraft Corporation cuts duplicating costs 3314 % and speeds production of 
a vast variety of paperwork by using paper masters prepared by xerography. Forms, 
engineering drawings—anything written, typed, printed or drawn can be copied by 
xerography with XeroX Lith-Master* copying equipment. Xerography is a dry electro- 
static, direct positive copying process. An office girl can copy from one or both sides of 
original material, in same, enlarged or reduced size on to a paper master for run off 
of multiple copies in about 3 minutes. 

For use in diazo type machines, translucent intermediates can be made from any 
original subject in the same speedy way. *A trademark of The Haloid Company 


Write for ‘proof of performance" folders showing how companies of all kinds are cutting 
costs and saving time with xerography. For instance: Certified Grocers of California, Ltd., 
saves $15,000 a year on Price List Order Book alone. H. L. Green Co., Inc., saves 
$9,600 a year and speeds merchandise information and price lists to its chain of stores. 


THE HALOID COMPANY 
54-3X HALOID STREET * ROCHESTER 3, N. Y. 
CANADA: The Haloid Company of Canada, Ltd., 728 Bay St., Toronto 2, Ont. 


i 


XEROGRAPHY 


| The fastest, cheapest, most versatile way to make masters for 7 , . ji ; 9 


. 
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been put aside for some special pur- 
pose such as the purchase of a house, 
car, or major household appliance. 
Credit was also used by a substantial 
number of employees. Loans were se- 
eured by 15% and arrangements were 
made to pay bills under a deferred pay- 
ment plan by 13%. A little over 2% 
sold property or belongings, such as 
house, car, ete., to meet medical costs. 
Lack of any of these resources, plus the 
substantial loss of income during the 
period of the absences, compelled almost 
4% to apply to private or public wel- 
fare agencies for assistance. 


Methods Study 


(Continued from page 11) 
had of all of the material contained in 
the report so that the personnel direc- 
tor would be fully informed on the 
viewpoints of the methods staff in ar- 
riving at. the recommendations. Then 
is your printing plate } j | li é hewed - 
for running off as many the personne director reviewe the 
copies as you require material in detail with his department 
ap yom Sem aepe- managers and others of his staff as he 
cator or Ozalid ma- ; : 
chine considered necessary. Having reached a 
conclusion, he communicated the decision 


TOP SHEET OR 
SECOND SHEET 

IS YOUR 

PRINTING PLATE 
Form is completed in 
one writing—and top 
sheet or second sheet 


Mtl 


Replimat One-Write System gives you 
e exclusive advantages 


Can be folded for mailing 

No slip sheeting necessary. Where master 
printing plate sheet is in second position, no 
slip sheeting is necessary since the carbon 
cannot affect or tone the Replimat plate. 
Resists fingerprints 

Eliminates etching 

2-year shelf life guaranteed 


arrived at with respect to the adoption 
of the recommendations submitted. A 
mutually satisfactory final conclusion 
in each case was reached between the 
personnel division director and the 
methods division director. Certain recom- 


Replimat master can be used on offset dupli- 
cator or Ozalid machine 


We guarantee to reduce your costs 


The Replimat One-Write System is the ideal 
money-saver for food, grocery, liquor and package 
goods order forms; inventory, replacement and 
spare parts sheets; export-import forms etc. 

We also produce marginally punched continuous 
forms, teletype rolls and all business forms. 

We will design an operating system to suit your 


mendations were not approved and were 
either dropped or tabled for future ad- 
ditional study. 

This plan, under a program having 
the full cooperation of all personnel con- 
cerned, achieved better than satisfactory 
results as shown by the benefits listed 
below : 

1. Consolidation of employee history 
and wage records into one record, re- 
ducing cost and labor requirements. 

2. Redistribution of duties resulting 
in staff reduction. 

3. Elimination of about 10 reports, 
use of which did not justify cost of 
preparation. 

4. Elimination of operations in other 


Ss. 
CALL FOR REPRESENTATIVE TODAY! 








RE P LICA CORPORATION 
Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET NEW YORK 38, N. Y 
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MODULAR 
OFFICES 


TECHNIPLAN is Globe-Wernicke original 
engineered modular office equipment. 


Standard interlocking and interchange- 
able components provide work sur- 
faces and complete working facilities 
to serve every type of office task. 


TECHNIPLAN is 
modern in styling | 
and finish — hand- 
some and practical. 


ANY TECHNIPLAN arrangement can be 
changed at will, without special tools 
or skill, and quickly! Interchangeable, 
interlocking units, pedestals, partitions 
afford unrestricted flexibility. 


“Our Tycoon 
Office Courier 
THE BOSS!” 


... until 


TEGHNIPLAN 


gave him back to 
the Executive Committee 


HE wAs such an eager, busy-bee oper- 
ator! He just couldn’t wait for our 
creaky, open-field routine to get into 
action—so he ran his own errands, 


This display of bustling initiative was widely emulated, 
too, with startling confusion and fancy costs. 


The TECHNIPLAN “L” shaped work 
station assures more worker comfort and 
convenience, saves time and motions, 
and requires less floor space per worker; 
also privacy when equipped with 
standard TECHNIPLAN partitions. 


See TECHNIPLAN, 
get detailed informa- 
tion, at your Globe- 
Wernicke dealer, 
listed in classified 
hone book under 
‘Office Equipment.” 
~~ — Dept. 





Engineering Specialists in 


Office Equipment, Systems 
and Visible Records 
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Cincinnati 12, Ohio 





Le Febure 


M-K ADJUSTO 
TRAY-BINDERS 
and 

Hi-Lo 
STANDS 


“Easy adjustable 
stonds mode to fit 
one or more troy- 
binders 
EXACTLY! 


Le Febute 
SORTERS | 


SAVE TIME 
SAVE WORK 


SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


7” 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders 
Stands, Record Handling and 
Housing Equipment. 


Le Febutre 


CEDAR RAPIDS, IOWA 


units furnishing information no longer 
required. 

5. Simplification of forms design for 
greater efficiency in preparation process. 

Although no dollar savings figures 
are used above, it can be seen that the 
results more than paid for the effort 
expended. Similar results can be ac- 
complished in most operations if they 
will be approached on a basis of ¢o- 
operation, objective analysis, and the 
desire to improve each operation to 
achieve the maximum benefit. 


Coffee Price Keeps 
Workers in Offices 


OFFEE price hikes may have spread 
the coffee-break trend in a new direc- 
tion, a recent spot survey of Chi- 
eago offices and factories indicated. The 
spot check revealed that the price in- 
eveases, resulting in coffee minimum 
charges of 15 to 40 cents and making 
the 10-cent cup of coffee a memory, have 


UHR | 


h ¥ 


Typists Frieda Edwards, Marilyn Langbauer 

and Lenore Gorden with the coin-operated 

coffee dispenser which saves money for them 

and i50 other employees at General Ameri- 
can Transportation Co., Chicago. 
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“Can you make copies 
of this ruled form?” 


“How about using 
three colors when you 
make copies of this 
bulletin?” 


“Any chance for 500 
post cards right away?” 


THE ANSWER IS YES! 


All the kinds of copies asked for above and many more can 
be made with any one of the A. B. Dick® mimeographs— 
from the low-cost, hand-operated models to the heavy-duty, 
power driven models. And A. B. Dick mimeographs are for 
use with all makes of suitable stencil duplicating products. 
The new versatility and easy operation of MODERN mimeo- 
graphing brings the proved economy of this process to many 
new jobs. See for yourself. Mail the coupon below for full 


wri eee 


THE FIRST NAME IN DUPLICATING 
A. 6. DICK 18 A REGISTERED TRADE MARK OF A.B DICK COMPANY 


A. 8. DICK COMPANY 0-354 
5700 Tovhy Avenue, Chicago 31, Illinois 


Please send me information about MODERN mimeographing 
Name 
oO 7 “at 


Address 
City State 
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Make a better impression using WAU- 
SAU fine Impression Papers. The com- 
plete line is specifically designed to get 
the West impressions, whether you use 
offset, stencil duplicating, spirit or 
gelatin process. 


WAUSAU BOND, WAUSAU MIMEO, 
WAUSAU DUPLICATOR and WAUSAU 
LEDGER are genuinely watermarked 
papers. EXACT BOND, EXACT MIM- 
EO, EXACT DUPLICATOR, EXACT 
LEDGER and WAUSAU OPAQUE 
OFFSET are not watermarked but are 
made to get excellent quality impres- 
sions. 


Ask your dealer for samples of WAU- 
SAU IMPRESSION PAPERS best 
suited to your machines. Then test 
them. You'll see for yourself that you 
get and make the best impressions us- 


ing WAUSAU IMPRESSION PAPERS. 


® The complete line is available nationally 


through authorized distributors and stationers. 





WAUSAU PAPER MILLS CO. 


Executive Sales Offices 

Artisans of 111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 
Member—Wisconsin Paper Group 


Fine Papers 
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produced a rash of perculators and hot 
plates in offices and plants. But em- 
ployers like to eliminate the time in- 
volved in preparing coffee and cleaning 
up afterwards. This is reflected in an 
increased demand from offices for coffee 
vending machines, 
Companies made special arrangements 
where offices were too small to warrant 
installation of a Coffee Bar. For ex- 
ample, an insurance firm with 125 em- 
ployees pays the vending machine opera- 
tor a two-cent a cup bonus to com- 
pensate him for the relatively small 
volume. A publishing firm provides 
free coffee to its employees, a push- 
button having been substituted for the 
coin-slot. A conveyor-belt firm  pro- 
vides free coffee during rest periods 
while employees pay seven cents at 
other times. A brokerage firm’s §ar- 
rangement in guaranteeing coffee sales 
of 500 cups a week from its Coffee Bar Terry Van Engelan, United Air Lines steward- 
was standard practice for the smallest ess, at the Coffee Bar vending machine, pro- 
offices ordering a coffee vendor. The fits of which go to the employees’ club. 





THE EASY way 
om) 3-3 1:%0) ae 
OLD PAPERS ¥j 


The new "Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . SALEM, OHIO 
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| DURING 
PEAK or RUSH 
PERIODS, 


LET ME HELP YOU 
IN YOUR OFFICE OR OURS 
© TYPING 
@ STENOGRAPHY : 
© BOOKKEEPING Tints 
© CALCULATING 
© PAYROLL 
© GENERAL OFFICE WORK 
NATION’S LARGEST TEMPORARY HELP SERVICE 


manpower, inc. 


. WE ARE NOT AN EMPLOYMENT AGENCY > 


@ manpower, inc. operates in Boston e Chicago e®@ 
© Cincinnati ¢ Cleveland e Detroit e Milwaukee e® 
Minneapolis e New York e Philadelphia e Pitts- 
@ burgh e St. Louis e San Francisco e Seattle e with 

@ other affiliated Branches Coast to Coast 


e 
FRANCHISES AVAILABLE : 
FOR FURTHER DETAILS WRITE . 


$ 330 W. KILBOURN AVE., MILWAUKEE 3, wis.$ 


122 


| firm pays the vending machine operator 


between the guaranteed 
about $35 a week- 


the difference 
sale of 500 eups 


| and the amount actually consumed by 


employees. In contrast, concessions from 
sales of a high-volume Coffee Bar in a 
large airline office were used to help 
finance the firm’s employee organiza- 
tion’s social activities. 

Many firms use Coffee Bars with an 
eye toward saving employee time form- 
erly spent going to and from restau- 
rants, as well as the time needed to pur- 
chase, prepare and serve coffee. Ten- 


| minute coffee breaks often stretched to 
20 or 30 minutes when employees had 


to wait for seats and service in crowded 
restaurants. Price of a cup of coffee 
dispensed by the coin-operated vendors 
from five to seven cents, much 
restaurant coffee, 
averaging 15 cents in Chicago. Coffee 
Bars are installed, serviced and re- 
stocked at no cost by a Bert Mills vend- 
ing machine operator. The units serve 
coffee with or without cream or sugar, 
with both, or plain. 


varied 


less than the cost of 


Automatic 
dispensing 
Coffee Bar, 
made by Bert 
Mills Corp., 


| can be set 
| for 


either 
coin actuated 
or free push- 
button oper- 
ation. 
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The machine 

that changed office 
copying changes 
its name... 


COPEASE DUPLEX PHOTOCOPIER 
is the new U.S. name for the machine 
known elsewhere as Develop Combi 
... the machine that in five short 
years has revolutionized office copy- 
ing in 52 countries! And COPEASE 
DUPLEX PHOTOCOPIER is getting to 
be the big name in the copying field 
with leading American corpora- 
tions. With good reason: this com- 
pact, economical machine makes 


COPEASE COMPANY 
Sole distributor U.S.A. 

270 Park Ave., New York 17, N. Y. 
Telephone: Plaza 3-6693 





Develop 
C bubs 
now called 


finished photocopies in seconds—up 
to 14” wide and up to any length, 
from white or colored originals. 
COPEASE DUPLEX PHOTOCOPIER 
exposes, develops and prints sharp, 
dry, perfect copies — jet black on 
permanent snow white background 
—on all types of stock. Call for 
demonstration or write for folder — 
it will repay you and your company. 

Manufactured under U.S. Patent No. 2,657,618 





MAYCO GY Was’ 
MEMO PAD 


FOR OFFICE SHOP-STORE- HOME 


The ‘Roll Master’’ 
should be on every desk 
in every office—it’s as 
useful as the telephone. 


Perfect 
writing 
angle. 





$9.69 


each 


$9.89 


each 
Denver 
and West 


Sturdy all metal construction. 
Rubber feet prevent scratching. 
Top opens to hold memos, 
stamps, clips, etc. 

@ Uses standar:/ 3-7/16'' adding machine roll. 


The ‘Roll Master'’ Memo Pad has thousands of 
uses . . . indispensable for Office Managers, Con- 
trollers, Secretaries, Telephone Operators, etc. 











No. 620-B Rich Crackle Brown 
No. 620-G Crackle Gray Finish 


MAYCO 
WHA 


DESK 





Desk for Action. 
ondence, 


@ Clears the 
@ Holds heavy corre 
folders, catalogs, e 
@ All metal construction. 10°' 
long, 8'' wide, 9'/2"' deep. 
The MAYCO ''Clear Vue'’ Desk Organizer should be 
standard equipment on every desk. It prevents mis- 
placin important papers and helps to avoid 
confusion which breeds mistakes. Index strip labels 
each compartment for eas accessibility. Open, 
unobstructed dividers provide a ‘'Clear ~— 
Order from your stationer or send check or M.O. 
direct. NO C.O.D.s PLEASE. POSTAGE PREPAIDi 


MAYER MANUFACTURING 
Corporation Since 1923 


3136 West 5lst St., Dept. TO, Chicago 32, Ill. 
a. = | 


and West 

















j 


| National Business Show, 69th and 


| Controllers Institute, 


| Life Office Management Assn., 


National Conference 
& Exhibit Calendar 


of Chicago, 
March 


Office Management Assn. 
Conrad Hilton Hotel, 
8-11. 

American Management Assn., General 
Management, Fairmont Hotel, San 
Francisco, March 9-12. 

Railway Systems & Procedures Assn., 
Morrison Hotel, April 20-22 

National Office Furnture Assn., 
Hotel, May 8-11. 

National Assn. of Credit Men, San Fran- 

May 16-20, 

New York Stationery Show, New Yorker 
Hotel, New York, May 16-21. 

National Office Management Assn., Jef- 
ferson Hotel, St. May 23-27. 

NRDGA Controilers Congress, Ahwahnee 
Hotel, Yosemite National Park, Calif., 
May 24-27, 

Office Machine Dealers Assn., 

Plaza Hotel, St. Louis, 


Chicago, 


Chicago, 
Sherman 
Chicago, 


Cisco, 


Louis, 


National 
Chase-Park 
June 20-25, 

National Secretaries Assn., Waldorf- 
Astoria Hotel, New York, July 21-24 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago 
Sept. 18-22. 

Associates, 

Springs, 


Forms 
Colorado 


National Business 
Broadmoor Hotel, 
Colo., Sept. 25-29. 


Shoreham 
27-29, 


Hotel, Washington, D. C., Sept. 

71st 

Regiment Armories, New York, Sept. 

27-Oct. 1. 

Edgewater Beach 
Hotel, 10-13. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 


10-13. 
National Assn. of Bank Auditors & Con- 
trollers. Fairmont Hotel, San Fran 
Oct. 17-21. 


Chicago, Oct. 


c1seo, 
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Do you have 


RECORD 
STORAGE 
PROBLEMS 


— BEFORE — 


OUR 
RECORD STORAGE 
CONSULTANTS 


| A ae CAN SOLVE THESE 
at Ny 


PROBLEMS FOR YOU 


A representative »:!l show you it is possible to save up to 
50°/, of your space. We renovate and re-equip your record 
storage Mecilities 
with 

THE NEW SENSATIONAL AND REVOLUTIONARY 
SPACE SAVER NYLOIGLIDE, THE FIRST STORAGE FILE 
WITH NYLON BEARINGS. ALL STEEL CONSTRUCTION, 
RIGID, FULLY ENCLOSED, SELF-INTER-LOCKING 


Made in Several Thousand Sizes 


CUT HERE 


RECORD FILES, INC. 
P. O. Box 581 


WOOSTER, OHIO 


Phantom View showing Please have your neorest 
reinforced construction and representative stop and 
see us at his convenience 


Nylon Bearings in Letter Size A 
File N 7007. 
v 


RECORD FILES, INC. 


Pp. O. BOX 581 
WOOSTER, OHIO 
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On-the-Job Religion 


(Continued from page 98) 


morning when he was caught in a vise 
of business pressures aggravated by a 
string of 10 telephone calls. Although 
he “had a running start for a miser- 
able day,” he suddenly “stopped every- 
thing and sat still, just to meditate.” As 
chairman of the devotional committee, 
Mr. Ritchel seeks to extend a similar de- 
votional service to the night working 
staff. Meanwhile, two bank employees 
whom he chanced to meet in an eleva- 
tor one morning were invited to attend 
services. They conveyed the idea to 
their employers who assigned a commit- 
tee to attend other services at the news- 
paper. Now the bank holds similar 
prayer meetings. 

While religion and business long have 
been among the strongest pillars of our 
nation, in recent years, there has been 
a growing influx of religious activity 
into the public scene. _ Church-going 


population, registered at 55.9% or 85,- 
705,280 late in 1951, rose to a new high 
last year. In 1953 more than 92,000,- 
006 persons were counted as church 
members. These figures strongly reflect 
an increase of religious participation by 
a citizenry fearing depression or war. 
More financial support and cooperation 
from business have been forthcoming 
for religious bodies. 

Among movements active in emphasiz- 
ing the importance of religious institu- 
tions to the United States is the RIAL 
program, dedicated to Religion in Amer- 
ican Life. Last November, under spon- 
sorship of a laymen’s committee of per- 
sons of three major faiths and supported 
by 23 national religious bodies, Amer- 
ican business and the advertising indus- 
try united to further religious interest. 
Through the Advertising Council, this 
program, now approaching its sixth 
year, was forcefully brought to public 
attention by all national advertising 
media. 

This movement 


non-sectarian to 





Streamline Your Paper Work 
with SORTKWIK 


THE MODERN SPEEDIER WAY 


to HANDLE PAPERS 


deal for... SORTING * COLLATING « FILING 
COUNTING PAPERS OF ALL KINDS 


AVERAGE 
FOUR MONTH'S 
SUPPLY 


aS GS GD GP cane ane Gale aa Ce an ay 


LEE PRODUCTS Co. | 
2736-38 Lyndale Ave. So. 
Minneapolis 8, Minn. | 
© Please sh: dozen SORTKWIK | 
at $6.00 
(0 Please send me two regular size con- 
tainers of SORTKWIK to try out. 
I am enclosing $1.00. 


City... 
ee 


When applied between fingers and thumb, this new pleasant 
fingertip preparation creates a greaseless, stainless tacky film 


permitting handling more papers in less time. Girls 
are glad to throw away their rubber fingers and 
unsanitary sponges . . . they appreciate Sortkwik’s 
clean, dainty convenience. Easy to apply . . . washes 
off quickly. Now widely used in a variety of businesses 
throughout the country, Sortkwik is setting a new 
standard for efficient, speedy paper handling. Order 
your supply TODAY! Ask your local stationer or 
use coupon below to order samples or full supply. 


LEE PRODUCTS CO. 


2736-38 Lyndale Ave. So., Minneapolis 8, Minn. 
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YOU'VE EVER TRIED A DICTATING 





SIMPLER — — — 


OR 


I 


THEN HERE IT Is— 


MACHINE ... AND WISHED IT WERE 


IF YOU'VE BEEN SAYING, "SOME 
DAY | WANT TO TRY A 
REALLY EASY-TO-USE MACHINE" — — — 


AS SIMPLE AS A PHONOGRAPH! 


ALL These Exclusives: 


Split-Second Loading: Magic-Disc 
slips on and off with record-ease 
- one-hand (fingertip) motion. 


Recording Time: 10 to 30 minutes 
per Magic-Disc . . . to meet in- 
dividual needs. 


Full-View Dictation: dictator sees 
everything; so does secretary. 


Outside-In Motion: easy and natural 
like a phonograph. 


Pin-Point Indexing: indexer is on 
the Magic-Dise—no more guessing. 


Self-tracking Magic-Disc: Magnetic 
head aligns automatically in_ its 
groove (magnetic discs are instantly 
reusable, over and over again). 


*3-D” Playback: full-range fidelity 
through speaker, confidential mike 
or featherlite receiver. 








The New "77" 


Vs 
VOICE-MASTE R 
ssseeeentiienne 








$24 7 plus accessories 





Plus These Extras: 


Automatic Dictation Volume : There’s 
nothing to set—you just dictate. 


Instant Review Backspacer: no re- 
view-time lost, instant repeat. 


Correct-O-Matic: automatic on-the- 
spot correction speeds transcrip- 
tion. 


Magnetic Quality: uniform high 
fidelity of reproduction, no matter 
how often Magic-Dises are reused. 


Completely Enclosed: needs no ex- 
tra carrying case when being taken 
from place to place. Only 12 Ibs. 


Write for free literature—or ask for a demonstration. 


MAGNETIC RECORDING INDUSTRIES 
Dept. O-1, 30 Broad Street, New York 4, N. Y. 
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EVERYONE NEEDS 
A TOPFLIGHT 


You may not have any lions on your list, 
but you do have plenty of prospects for 
adding machine sales. Every local business, 
large or small, is a prospect. TOPflight, the 
adding machine line with the widest con- 
sumer acceptance, offers a broad and bal- 
anced line of machines. There are both hand 
and electric models (with and without direct 
subtraction...some with credit balance) in 
a wide range of listing and totaling capaci- 
ties. Write now for complete information. 





Remington Bland. 
DEALER SALES DIVISION 


315 FOURTH AVE. * NEW YORK 10, N.Y. 


| great 








strengthen spiritual values has received 
impetus from many national 
leaders, particularly President Eisen- 
hower. He launched the most recent 
church and synagague promotion by 
speaking simultaneously over four na- 
tional radio networks. Some months 
earlier, at a breakfast prayer meeting 
of the International Council for Chris- 
tian Leadership, the President restated 
his belief. He said government “makes 
no sense” unless based on “deeply re- 
ligious faith.” Religious activity has 
been advanced by the Sunday attendance 
at houses of worship of government and 
business executives. After all, most folks 
emulate their “boss.” 

Many offices and factories, as well as 
many hotel rooms, in all parts of the 
nation have been the circulation areas 
for a smali magazine, called Guideposts, 
which describes itself as “a practical 
guide to successful living” and has staff 
prayers of fellowship. By practicing 
what it preaches, this magazine holds 
prayer sessions regularly. A staff of 
eight or nine persons usually partici- 
pates in its New York editorial offices, 
while about 90 to 100 persons attend 


| 




















Wn 
Gals 
“I have reason to believe there may be 
an opening.” 
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tld oficimty wilh 
add-a-drawer 


The long pull for stationery is over! 
Now, with this exciting new time- 
saving secretarial aid, letterhead, carbon, 
second sheets and envelopes are in a position both 
comfortable and handy and within easy reach. 
Instead of constantly turning around to pull paper and envelopes 
out of the stationery drawer which is on the opposite side of the 
desk, the secretary will find everything she 
needs right at her fingertips. This 
sturdy, handy ADD-A-DRAWER is 
a wonderful aid in speeding up the 
actual handling of the paper. 
In addition, the 9 x 11” flat surface on 
top of the ADD-A-DRAWER. provides 
additional working surface to hold 
copy and shorthand books. 
The three divider drawers in 
the ADD-A-DRAWER extend to 
accommodate legal size paper. 
Delivered in a mahogany color, unless 
special color is requested. Other 
colors include walnut, grey, black, blond 
and forest green. Handled by 
office supply stores in all major 


cities of the Ut: S. Pe ee 
ADD-A-DRAWER : 
1900 McKinney PRospect 4345 
Dallas, Texas 

ONLY Dicuss ceed os... _ ADEA DBAWER 


$7 9 5 units at 7.95 each. Color PL Sebi HE eS aoe es 
6 = name 


RETAIL firm. See REE EO 











F.0.8. © DALLAS, TEXAS einen 


city and state__ 











Choice Dealerships Available—Iinquiries Welcomed. 
Packaged six to the box for Dealers. 


Tue Orvice—March, 1954 





Weep no more 


my Lady... 


Does your Boss blow a gasket when 
you lose time re-typing letters—because 
you typed too far down on the page? 


Get FINAL-LINE Typists’ Guide Carbon. 
Three punch 
holes at the top 
and bottom of 
an uncoated ex- 
tension edge tell 
you where to 
start—warn you 
where to stop. 
Prevents need- 
less re-typing 
and overtime. 
Ask your Dealer for sample sheets or 
write to us. 


FINAL LINE 


TYPIST GUIDE 


Clon Tipe 2 


PEERLESS IMPERIAL CO., Inc. 


General Office and 


28 Peerless Place, Newark 5, New Jersey 


NY. Office OW W 





similar sessions in its business office at 


| Carmel, N. Y. 


At these meetings, held Mondays at 


| 9:45 a.m., letters from subscribers are 


read in keeping with wishes to make 
prayer requests known. Such communi- 


| cations are received in response to the 


invitation printed in the magazine: “Use 


| our relay station. Do you have a prob- 


lem? If you need help, or if you know 
of another person who does, let us add 
our prayers to vours—like a radio relay 
station, picking up an important mes- 
sage and sending it on with added 
power.” 

A staff member reads an inspira- 
tional message, after which the meeting 
is concluded with a prayer for both the 
people who have written in as well as 
for the staff’s work. Three years ago 
Guideposts started with a great vision 
backed by modest capital. It began in 
a small room over a corner grocery and 
equipped with a borrewed typewriter. 
Todav it oceupies offices in a new office 
building overlooking the United Nations 
headquarters and in three other build- 
ings on about 50 acres overlooking a 
lake. 

One day a desperate husband called 
Guideposts to ask prayer for his wife 
about to have an emergency operation. 
A special session was called. Secretaries 
left their typewriters. Platemaking ma- 
chine operators suspended operations. 
Tabulators were stilled. Office workers 
joined for a short prayer to concentrate 
on the request. “The day was made 
brighter for all when the man ealled 
back to say his wife had passed the 
crisis,” the publication noted. 

Perhaps the most marked practice 
growing out of the concept of religion 
on-the-job was the hiring of a 43-year- 
old Methodist minister to serve as pas- 
tor-counselor to more than 12,000 em- 
ployees of the R. J. Reynolds Tobacco 
Co. at Winston-Salem. N. C. That man 
is the Rev. Clifford H. Peace. In the 
autumn of 1949 a notice was posted on 
all eompany bulletin boards announcing 
his oppointment to serve the office and 
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EXCLUSIVE “HINGE-TOP” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Eacte-A’s handy “Hinge-Top” Box keeps “Hinge-Top” Box with these Eagle-A Papers: 
these superior typewriter papers fresh and 100% RAG EXTRA No.1 25% RAG CONTENT 
clean... lets you conveniently slide out Coupon Bond Trojan Bond 
the sheets you need. The “Hinge-Top” Trojan Onion Skin 
Bo yrragee seca wes a 100% RAG , Trojan MSS. Cover 

ox is another big extra feature with Coupon Onion Skin 
Eagle-A Boxed Typewriter Papers...the Agawam Bond —— ns 
world’s finest office papers. They’re avail.  48¢wam Onion Skin ord Onion Skin 
able in letter size or legal sizes, plain and 75% RAG CONTENT (Quality Manifold 
ruled — for all your office needs. Always Contract Bond TYPE-ERASE PAPERS 
ask your stationer for Eagle-A Boxed 50% RAG CONTENT Type-Erase Bond 
Typewriter Papers! Acceptance Bond Type-Erase Onion Skin 


Free! Test Kit of new Coupon Onion Skin FAGLE. 4 PAPERs ARE 
* and Miniature Sample Booklet of AVAiL Age IN « 
Eagle-A Boxed Typewriter Papers. FLAT PRESS Sizes, + te 
Write on your letterhead to Dept. O, pee: YOUR sray, ” ee 


AMERICAN WRITING PAPER CORP. a TONER OR Prinyep, | 
HOLYOKE, MASSACHUSETTS lS 


at 





factory workers of the eompany. Origi- 
nally, Mr. Peace visited and talked with 
practically all employees. He also visited 
sick employees and any sick members of 
their families when he was asked to do 
so. In fact, all his work is done volun- 
tarily. by invitation and with the co- 
operation of employees who seek him 
out. A few thousand employees al- 
ready have consulted him personally in 
his office and prayed with him in the 
company chapel. Why a full-time com- 
pany pastor-counselor? 

ms All people at some time in 
their lives become discouraged or con- 
fused,” said the original notice. “Per- 
haps they are worried about sick mem- 
bers of their families or friends. Maybe 
their feelings have been deeply hurt or 
they are terribly ashamed of something 
they have done. Or maybe they have 
trouble making up their minds about 
what they should do to solve some other 
problem in their lives. 

“When people have these problems, 
they often need someone to talk to—a 


person they can trust and whose advice 
they can respect. And sometimes they 
would rather not talk about these things 
to members of their families or to their 
friends. That is what Mr. Peace will 
be here for—to listen and to help if he 
a td 

Through the ensuing months and 
years the pastor-counselor has listened, 
considered and counseled, and kept all 
information confidential—not discussing 
it with anybody or even making a jot 
of information known to any company 
executive or even his own wife. He has 
met and helped company employees on 
the verge of becoming alcoholics; he has 
helped bring husbands back to deserted 
wives; helped to reconcile a man whose 
son was killed accidentally. 

One day as Mr. Peace was visiting 
employees at their jobs, a gray-haired 
typist started crying as he passed by. 
“T know I’m not doing my work well,” 
she confided, “but it’s because of my 
only boy in Korea. I’m sick—just sick 
with worry.” Her anxieties and those 


4x 681153 
5x8 


Fastest and best method for card reference and pulling. Most 
economical, too. Cards sit above frame — accessible at com- 


fortable sitting or standing height. 


Modern styling. Heavy-gauge steel construction. Equipped 
with covers and plastic-surface workboard for posting. Avail- 
able in varied capacities. Send for complete information 
including name of local TAB representative. 


TAB propucts co. 


57 Post Street 
San Francisco 4 California 


TAB PRODUCTS CO. HAS A COMPLETE LINE OF ACCESSORY EQUIPMENT 
FOR YOUR TABULATING DEPARTMENT. WRITE FOR ILLUSTRATED CATALOG. 
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Copyfiex Machine 


Type Invoices? [il Say Not! 


Yes—today many modern busi- 
nesses are saving thousands of dol- 
lars and eliminating confusion and 
delay in the billing department by 
not typing invoices. 

These businesses have installed a 
Bruning Copyflex order-invoice sys- 
tem especially tailored to meet their 
individual needs. Under such a sys- 
tem copies of the original order are 
used for stock selection, packing, 
shipping,and finally invoicing. 
Copyflex provides these copies 
swiftly. There is no chance of typing 
errors. No messy carbons, no proof- 
reading, and finally no delay! 

The result is the saving of many 
thousands of expensive man-hours 
with a corresponding gain in cus- 


tomer good will because goods are 
shipped promptly without error and 
invoices arrive on time. 

What Copyflex Is 
The basis of the Bruning Copyflex 
order-invoice system is the Copy- 
flex machine itself. This amazing 
machine turns out ready-to-use 
black on white copies of anything 
typed, written, printed or drawn on 
ordinary translucent paper. It does 
this without fuss, mess or bother— 
rapidly and economically. 
If you are interested in the Bruning 
Copyflex order-invoice system or if 
you have any problem involving 
the speedy, economical, accurate 
duplicaticn of records, mail us the 
coupon below for free booklet. 








UNING) 


Name 





, 
Copies anything typed, written, () 
printed or drawn on ordinary 
traaslucent paper in seconds. 
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Charles Bruning Company, Inc. 
4700 Montrose Avenue, Chicago 41, Ill., Dept. 105 


Please send me free booklet on Copyflex and 
full particulars about how Copyfiex solves any 
copying problems. 


Title 


Company 
Address 
City 





DUAL-ACTION COMPTOMETER « 


The flick of a finger makes 


two machines out of one— 
one to calculate, the other to 
accumulate. Accuracy assured 
with 3-way Error Control— 
sight, sound and touch. Call 


your Comptometer representative. 


COMPTOMETER ADDING-CALCULATING MACHINES 

are made only by Felt & Tarrant Manufacturing Co., 
and sold exclusively by its Comptometer Division, 
1715 N. Paulina St., Chicago 22, Ill. Offices in 
principal U. S. cities and throughout the world. 


Electric and non-electric models 
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of many other employees have been 
eased through the understanding and 
calm which comes through talking out 
their problems. Persons with doubts 
and fears gnawing at their insides, come 
individually to Mr. Peace’s office on the 
mezzanine floor of the 21-story office 
building. When assigned a small space 
there in October, 1949, Mr. Peace sub- 
divided it into a private office, a recep- 
tion room and a 9-by-15-ft. chapel. 
Religion-in-depth is carried on with- 
in the modest confines of this office- 


chapel, but still deeper in the hearts and 


minds of company employees whose 
management recognizes them as complex 
individuals. As by-products of this re- 
ligious counseling, there has been a re- 
vival of interest in fellowship prayer 
meetings and song groups. At least 20 
of these meetings are held in various 
parts of the company, including those 
of some 250 Negro employees who 
gather before work at 7 a.m. in a eate- 
teria to happily interject “Amens” 
throughout the buoyant rendition of 
“’m on My Way to Canaan Land!” 
and “Leaning on the Everlasting Arms,” 


Opened—for business! 


In many offices, business doesn’t really get going until 
the morning mail is opened and distributed. The work 
of slitting-open letters by hand can mean a slow start 

for the whole business day. 
But, with a Pitney-Bowes MailOpener, you can open a 
Whole morning’s mail in a few minutes without damage 
to contents. So, everyone in the office gets a jump on the 
day’s work. Easy to use, efficient . . . it cuts “concealed costs.” 
Built to PB’s precision postage meter standards. Ask the 
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nearest Pitney-Bowes office to demonstrate this electric 
Model LE—or the model, hand or electric, best suited to 
your office. Or write for the free illustrated folder. 


PITNEY-BOWES, INC., 3469 Pacific Street, Stamford, Conn. 
Originators of the postage meter, 93 offices in U.S. & Canada. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder, 


PITNEY-BOWES 


MAILOPENER 





which are included among other hymns 
and spirituals. 

In the north, the south, the west— 
the accent in business firms seems to be 
pointing more to religious activities by 
Sunday-go-to-church people who are 
just as religious during the rest of the 
week. Other companies are interested 
in religion on-the-job, to the extent of 
considering the matter. An insurance 
company in northeast Florida, informed 
us that its president has been discussing 
such a program but has made no defi- 
nite plans. 

At Solar Aireraft Co. in San Diego 
an All-Faith Chapel is being built by 
employees in their spare time. It now is 
about half completed. According to an 
estimate by a company spokesman, “A 
fairly large number of our approxi- 
mately 300 office workers have shown 
interest in the project.” They have 


joined with engineering, sales and per- 
sonnel departments in agreeing to re- 
work on the 
Every Saturday many of these 


eruit their members for 
chapel. 





white collar employees join the others in 
working outdoors on the structure in the 
company’s backyard —its waterfront 
property facing west toward San Diego 
Bay. 

“More than 100 employees wrote let- 
ters in response to a proposal by Ed- 
mund T. Price, president and general 
manager of Solar Aireraft Co. In ad- 
dressing employees in November, 1952, 
he said he had conceived the idea of a 
chapel to hold “perhaps 150 people, 
which will be a refuge of quiet in our 
busy, noisy lives and which can help 
some or perhaps all of us in keeping 
alight the torch of faith and inspiration. 
I can see such a chapel as having a pro- 
found influence on our lives and on the 
future of our company.” In response 
came employees’ letters of agreement. 
Of these, one said, “Let us pray that it 
will generate a renewal of spiritual 
faith, productive honesty, and pride of 
workmanship that seems to have been 
lost somewhere during the last two ma- 
terialistic decades.” 











Office Photocopier 
Saves 650 Hours 
of Secretary Time 


Eliminates Typing of Copies, 

Proof-Reading, Corrections 

The Cormac, a modern, advance- 
designed office photocopier which makes 
dry facsimiles at a fraction of secre- 
tary typed or commercial costs, has 
proved itself capable of saving at least 
650 hours annually for the average 
office. 

The Cormac operates instantly— 
copying anything written, printed, 
typed, drawn, stamped or _photo- 
graphed! It even copies directly from 
bound books. Copies are legally accept- 
able. 

The fully automatic, all-electric 
Cormac unit occupies about the same 
space as a typewriter. Copies can be 
made in various sizes on ordinary 
weight, air mail weight, double-weight 
card stock, or on special purpose trans- 
parent copy paper. 





Attractively finished in business 
equipment gray, the Cormac is of 
sturdy corrosion-proof construction. It 
operates on 110 Volts—and is entirely 
manufactured in the U. S. 

A booklet, published by Cormac, 
shows businessmen how the innovation 
of a photocopier can effect important 
savings in time, costs and labor—in ad- 
dition to winning friends in the best 
public relations sense. Descriptive liter- 
ature and booklet, “Copies As A Short- 
cut In Public Relations,” are available 
free. Write, Cormac Industries, Inc., 
41 East 42 St., New York 17. 


Advertisement 
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COPIES 
ANYTHING 


sinsl CONTRACTS 


CHECKS 
Ou 


INSTANTLY 


CORMAC is- 
PRACTICAL — Copies when you want them! 
ECONOMICAL — Copies cost pennies! 
FAST — Copies in seconds! 

SIMPLE — No experience required! 
VERSATILE — Copies anything! 
ERROR-PROOF — Legally acceptable! 
CLEAN — No ink, no stain, no mess! 
ATTRACTIVE — Modern designed! 
CORMAC INDUSTRIES, INC, 


41 EAST 42nd ST. 
NEW YORK 17, N. Y. MU, 2-5962 
Please RUSH Cormac descriptive litera- 
ture, and free booklet. “COPIES AS A 
SHORTCUT IN PUBLIC RELATIONS,” 
and advise of nearest Cormac dealer. 





(name & title) 


(firm) _ 





(address) 


| 
na em nee ee ee ree ee ee 





(city & state) 





— 
~ 
~ 





We said ites 
Mor everyone's 
saying it! 


THE FINEST DICTATING 
MACHINE MADE TODAY! 


Time after time, our dealers hove 
sent us letters like the one reproduced 
here .- _ Yes, we said it 

... ow everyone's saying it 

REX RECORDER IS THE FINEST 
DICTATING MACHINE MADE TODAY! 


Write for the name of your 
nearest deoler.-- for @ 
free demonstration oat your offices. 








| REL HECORDER BEGINS 
| want OTwER aC ORDA 

paceumes LEAVE ort CHECK 
1 rest Pearunes WHER BuYNG 
LOWEST PRICE macwume TO 1STALL 
comes! COST macnimes TO MALMTAIM 
awd OPERATE 








i. - 


Name . -- j. S.- GLADNEY 
‘ DICTATING MACHINE SERVICE co. 
; 1211-1213 Arch Street, Philadelphia, Pa. 
Number of Years in Dictating Machine Field - - 20 YEARS 
Type of Dictating Machines S jd—NEW . - - REX RECORDER 
OLD..- Brand New Wire and Tape Machines, Used and Rebuilt 
Dictaphones, Ediphones, Soundscribers and Gray Audographs. 


Company - - 
Address - - 


——«<«~€ ene 


DICTATING MACHINE SERVICE COMPANY 


s 


EX 
AMERICAN DICTATING MACHINE ¢ 
65 Madison Av NG MACHINE CO 
enue, New York 16, N °F Inc. 
ESTABLISHED 1923 ew York 
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HECTO INK 


CLEANSING CREAM 
(FOR THE SKIN) 


Dip into the frosty cool freshness of the NEW PAX 

Hecto Ink Cleansing Cream. Feel its fine smooth 

texture and sample the faint elusive perfume—then 

best of all, see how fast, how thoroughly, how 

gently it whisks away every trace of Hecto ink and 

carbon stains. Then you, too, will know why so many 4 ee ( di 

offices are changing to the NEW PAX Hecto Ink IT CONTAINS 
Cleansing Cream. LANOLIN 





® 54C 
LOOK for the PAX ROOSTER —Your Assurance of a Superior Product 


G. H. PACKWOOD MANUFACTURING CO. 


1550 TOWER GROVE AVENUE © ST. LOUIS 10, MISSOURI 
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Smead 
TELL-I-VISION 


REG. U.S. PAT. OFF. 


SYSTEM files 5 ways 


JANUARY OFFICE SUPPLY 
UBT NDING 


oC | aT 


Reads like a book, from left fo right. 
Grows as needed. 


THE ad 
MCAG MANUFACTURING CO.. INC. HASTINGS, MINNESOTA 








available for immediate delivery 


storage cabinets 


with glass doors 





One of Borroughs’ most popular products has 
been its sliding-door cabinets. Originally, these 
cabinets had steel doors.. but so many dealers 
recommended that we give Borroughs customers 
the choice of steel or glass doors, that we decided 
to do so in the 29’- and 42’-high units. These 
are available in either 12” or 18” depths, and 
are 38” wide. May we send you our catalogue? 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK alnip KALAMAZOO, MICHIGAN 
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ELECTRIC TYPEWRITER 


International Business Machines, Dept. 
IF, 590 Ave., New York 22, 
N. Y., announces new IBM Standard and 
Executive Electric Typewriters with ad- 
vanced 


Madison 


engineering developments in- 
creasing the speed and energy-saving 
features. A box-frame carriage construc- 
tion assures precise alignment of typed 


copy while an improved paper feed prin- 


ciple minimizes paper slippage and ear- 
bon markings. 


Several keyboard innova- 
tions, notably Typamatie or free action 
keys for 


spacing and space-bar operations 


repetitive underscoring, line- 
make 
typing easier. A Copy Guide paper table 


eliminates the possibility of carbon 
copies refeeding around the platen. The 
guide gives the typist full view of her 
tvping and margin scales and provides a 
convenient surface for erasing. Retained 
in these models are the speed leveled elec 
trie keyboard, 4 position ribbon control, 
electrie ribbon rewind and multiple copy 
control which allows instant platen ad 
justment to control quality of multiple 


carbon copies. The Executive Model has 


142 


the above features plus IBM’s propor- 
tional spacing which gives each charac- 
ter the amount of space required by its 
width. 
round the glare-free keys which are set 
in a dustproof keyplate. Models are 
available in seven combinations: 
standard Dove and Charcoal Gray, Lark- 
spur Blue, Midnight Blue, Woodland 
Green, Cascade Green, Tropic Tan and 
Opal Gray. Literature 


Harmonizing color schemes sur- 


color 


from above ad- 


dress, 


PHOTOCOPIERS 
Peck & Harvey, 5721 N. Western Ave., 
Chicago 45, Lil., makes the Porto line of 
direct copy, office size, whiteprint photo- 


The 


copiers in floor and table models. 


90n 


Portomaster 1400 (illustrated) is 36 
wide, 33” high, 20” deep with 12” feed- 
board; costs $1,195 as a table model and 
$1,295 in a floor model. All models have 
jacketed quartz lamp light and 
will 

wide. 


source 
accommodate materials up to 21” 
Fully synehronized printing and 
developing provides speeds up to 30 ft. 


per minute. Instant speed changes with 
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a full stop and reverse control for emerg 
ency return of originals. This facilitates 
cleaning the 6” diameter, revolving glass 
evlinder which is 
front. 


from the 
Doors have pushbutton latches. 
All units are lightweight due to exten 
sive 


removable 


use of jig drilled aluminum east- 


ings. Floor models have storage shelves 


and separate compartment with hanging 
roller for rolls of copying paper 


which 
is used directly from storage area. There 
Wire paper cutter under the feed- 
Illustrated literature from above 


is a 
board, 


address, 


COPYING PAPER 

National Cash Register Co., Dayton 9, 
Ohio, announces NCR (No Carbon Re- 
quired) Paper for making multiple 
copies. The process uses combinations of 
two different coatings on ordinary paper, 
depending on how many copies are de- 
sired. In a form containing an original 
and two copies, for example, the under- 
side of the first sheet is coated with a 
colorless chemical and the topside of the 
second sheet with a clay-like material. 
Pressure of typewriter type or pencil on 
the first sheet drives the colorless chemi- 
cal coating into contact with the clay- 
like coating on the face of the second 
sheet. This causes an immediate chemi- 
cal reaction which turns the clay-like ma- 
terial blue and leaves a clean, sharp im- 
pression on the second sheet. The reverse 
of the second sheet is also coated with 
the colorless chemical and passes on the 
impression to the top of the third sheet 
which is coated with the clay-like ma- 
terial. Up to seven copies can be made 
on an electric typewriter and up to four 
handwritten copies. 
of the system are made in Dayton and 
coatings on the paper are applied at regu 
lar paper mills, The company plans to 
use the system in some of its office ma- 
chines of the future in addition to mar 
keting the paper itself, limited quantities 
of which will be available this year. 
More than 40 patents cover the process 
and the materials used. 


Certain components 
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ALUMINUM PARTITIONS 


Building Products Div., Reynolds 
Metals Co., 2500 South 3rd St., Louisville 
by eve Reynowall Movable In- 
teriér Partitions which consist of alumi- 
num-faced honeycomb-core panels and 
extruded aluminum structural members. 
They are claimed to bring all the mainte- 
nance-free beauty, lightweight strength 
and versatility of aluminum to 


makes 


oftice 


SEAM A AS UEC + 


partitioning. The 1144”-thick honeycombed 
core panels consist of two outer sheets 
of embossed aluminum bonded with heat 
and pressure to a core of resin-impreg- 
nated kraft paper formed into a figure-8 
honeycomb construction. They are 
claimed to be unusually strong and rigid 
in relation to their extremely light 
weight, to be highly effective as sound 
barriers and to have good thermal insula- 
tion qualities. Reynowall partitions are 
easily adapted to conform to all usual 
floor, wall and ceiling irregularities. At- 
tractive panels are embossed in a wide 
choice of patterns. If desired, paint may 
be applied for additional decorative ef- 
fect. Channels for Neoprene glazing are 
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provided wherever glass is to be used. 
Ample provision is made for concealed 
wiring, switches and outlet boxes. Reyno- 
wall Movable Interior Partitions are 
available for ceiling high partitions, with 
and without windows; cornice high parti- 
tions, with and without windows, and for 
railings. Glazed railing partitions are 
available if desired. The partitions re 
quire only easy, occasional washing and 
last the lifetime of the building. 


SHORT-RUN OFFSET PLATE 

Columbia Ribbon & Carbon Mfg. Co., 
603 Herb Hill Road, Glen Cove, N. Y.., 
makes Colitho short run acetate surface 
paper plates for offset linework. Manufae- 
tured according to the Colitho policy of 
furnishing products that require little 
technical skill to use, yet give quality 
results, this Colitho Sensitized Paper 
line 


Plate will produce 1000 copies of 


work. Among the outstanding features 
of this sensitized offset duplicating plate 
is the fact that only one clean solution 
is required to prepare the plate for the 
duplicator. Colitho Developer, in powder 
form ready to be mixed with water, is 
furnished free with the plates. Colitho 
Sensitized Paper Plates are packed 50 to 
a heat sealed, light and moisture proof 
package, two packages to a box. Further 
information and from 
above address. 


specifications 
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CALCULATOR 

Facit, Inc, Dept. OF, 500 Fifth Ave., 
New York 36, N. Y., makes the Facit NE 
semi-automatic electric calculating ma- 
chine, priced at $295. A modification of 
the 10-key Facit NEA, priced at $375, the 
junior version provides just enough elec 
trification to eliminate hand cranking. 


Like Facit’s other 10-key calculators, the 
NE provides touch performance of addi- 
tion, subtraction, multiplication and divi- 
sion, Machine functions as an adding ma- 
chine when no printed tape is required. 
Division and multiplication are perform- 
ed semi-automatically. The NE is pre- 
cision-manufactured of high grade Swed- 
ish steel. Rustproof and dustproof, the ma- 
chine possesses safety devices that pre- 
vent operation if improper mathematical 
functions are introduced. Weighing un- 
der 23 lbs., the NE is about the size of 
a telephone and may be easily carried 
by hand. Facit maintains a 10-year sup- 
ply of spare parts in this country and 
has service in 150 American 


sales and 


cities. 


DUPLEX PHOTOCOPY PAPER 

American Photocopy Equipment Co., 
1932 W. Peterson, Chicago 26, Ill., makes 
Apeco Duplex Paper to meet the need 
for two-sided Auto-Stat copies to repro- 
duce originals printed on both 
Apeco Duplex Paper is made to handle 
letterhead, legal and book page size 
copies, as well as larger copies up to 11” 


sides, 
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wide, any length. There is no limitation 
as to the type of paper, documents or 
originals that can be copied regardless 
of whether the original is on opaque or 
transparent paper. <A free illustrated 
folder on the Apeco Systematic Auto- 
Stat and a separate 
Apeco Duplex 
above address, 


folder describing 
-aper is available from 


FORMS STORAGE UNIT 
Add-A-Drawer, 1900 McKinney Ave., 
Dallas, Texas, announces the Add-A- 
Drawer which keeps the typist’s let- 
terheads, carbons, sheets, 


second enve- 


lopes, and other forms in a comfortable, 
handy position within easy reach. In- 
stead of turning around to pull paper and 
envelopes out of the stationery draw on 
the opposite side of the desk, she will 


find the sturdy Add-A-Drawer speeds 
paper handling. Its 9” x 11” flat top pro- 
vides additional working surface to hold 
copy, shorthand books, ete., to break 
monotony of constantly typing from the 
side of her desk. Three divider 
drawers in the Add-A-Drawer extend out 
to support legal size paper. Delivered in 
mahogany special match- 
ing color is requested; other colors in- 
elude walnut, gray, black, blond and 
forest green, retails at $7.95 FOB above. 


same 


eolor, unless 
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BOXING RECORDS 


Eastern Corp., Bangor, Me., makers of 
Atlantic Bond, offers their illustrated 
‘*Record Sheet of Battles That Made 
Ring History’’ as chosen by Grantland 
Rice. It is printed in two colors and 
suitable for wall mounting. Dealers can 
have copies free for distribution to cus- 
tomers and prospects. Others can re- 
ceive one free from Eastern paper mer- 
chants or by writing above address. 


TYPEWRITER 

Underwood Corp., 1 Park Ave., New 
York 16. N. Y., announces the Underwood 
150 Standard Office Typewriter, engi- 
neered for easy writing and to meet the 
most sensitive key tension preferences 
of individual secretaries. Triple touch 
tuning is one of more than 40 new fea- 


tures and mechanical improvements. The 
‘“personal touch’’ Underwood 150 is 
equipped with a roller bearing carriage 
and is completely along 
modern lines. Keyboard tuning with four 


redesigned 


added tension adjustments give 28 varia 
tions for personal touch preference. Sim- 
plified Diamond Set margins for 
matie adjustment to short, 
long letters are fixed by lightly depress 
ing concave thermoplastic plunger but- 
tons grooved for finger grip. 
Self-locking margin stops, just above the 
key board, 


auto 
medium or 


position 


may be set simultaneously 
without moving the carriage. The com- 


pact machine, which offers a wide choice 
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of type styles for personalized letters, is 
built lighter and lower with a single 
unit frame for greater stability. A dual 
front scale is mounted on the carriage 
frame for direct reading. 
with the bail scale, the full-visibility 
writing scale is yellow. The heading 
centering scale on the lower half of the 
front is white on a gray back- 
ground. Reversible ribbon mechanism 
of the Underwood electric typewriter has 
been adapted to the 150. To assure com 
pletely uniform wear ribbon moves only 
when keyboard is operated. Finished in 
non-glare Underwood gray with har- 
monious blue control keys and platen 
knobs, the 150 has a keyboard of thermo 
plastic material including recessed space 
bar and tabulator. Color fast with in- 
jection molded characters, keys are 
pleasant to the touch and will not be- 
come brittle. All operating features are 
keyboard controlled with a minimum of 
finger reach required. Maximum 
chine protection is obtained by a grit 
guard dust shelf on the segment. Dust- 
proof ribbon covers, easily raised and 


Synchronized 


scale 


ma- 


lowered for speedy ribbon changing, pro- 
tect the machine from dirt and erasures. 
A swing-clean front plate, released by a 
slight finger pressure, permits easy type 
cleaning. Top front of the main frame 


lowered %” for added visi 
bility of typing surface and entire key- 
operator. The 
Underwood 150 has a full 10” writing 
line. A 43rd key—‘‘plus’’ sign over 
‘fequals’’—is standard equipment. Other 
stock type furnished on request. Up to 
16 kevs may be additional 
Priced at $175 plus taxes. 


has been 


board is closer to the 


installed at 


cost. 


POSTURE CHAIRS 
Sturgis Posture Chair Co., 154 
Erie St., Chieago 11, IIL, 
illustrated folder 
line of chairs with 
flex with the 
keep chair 


Kast 
offers a free 
showing the Sturgis 
posture fiber glass 
which 
weight to level on 
floors, will not seuff, 
sound and have a distinctively handsome 


pattern. 


bases occupant ’s 
uneven 
mar or deadens 


Included are models for execu 
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tives, stenographers, secretaries and 
clerks, There are matching side- 


chairs with and without arms. 


also 


STORAGE FILES 

Files, Ine., P. O. Box 
Ohio, make Nylo-Glide 
files in 35 standard 
2.000 


Record 
Wooster, 
transfer 
than 


DSI, 
stec!] 
and 
Nylon 
long, operat- 
ing service without lubrication. Heavily 
loaded drawers can be easily opened by 


sizes 


more special sizes, 


bearings assure smoothly 


any office girl without sticking or bind- 
ing. Enclosed back and tight fitting 
drawer front keep out dust, dampness, 
vermin and rodents; and 
resistant. There is no lost 


files are fire 
space when 
files are stacked vertically or horizon- 
tally. They are self-locking and can be 
stacked safely to the ceiling. 
makes 


Full 


Their use 


stored records easily accessible. 


information from above address. 


TYPEWRITER TAPE-PUNCH 


Commercial Controls Corp., 1 Leighton 
Ave., Rochester 2 N. Y., makes the 
Flexowriter Model FPC-8A to punch tape 
for the IBM Type 46 and Type 47 Tape- 
to-Card The Flexowriter is 
basically a typing machine with a built 
in tape punch and The 
punch can be turned on or off at any 
time. With the tape punch off, the Flexo- 
writer is 
typewriter. 
information typed 


punches. 


ta pe reader. 


used as an ordinary electrie 
With the tape punch on, any 
is simultaneously re 
corded in a narrow paper tape as code 
holes so that all or any part of the data 


typed can be stored in the tape for fu- 
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ture use. As a by-product of typing an 
original document, Flexowriter tape can 
be used to actuate many different office 
machines. Some principal applications 
which lend themselves to automatically 
creating tabulating cards as a by-prod- 
uct of typing are in sales writing, in- 
voicing, check preparation, purchase or- 


der writing and 


cedures, 


insurance policy pro- 
The Flexowriter will read tape 
to reproduce a document. Simultane- 
ously, a new tape can be punched with 
corrections, revisions or additions to 
the previously punched tape. Any typist 
ean use the Flexowriter’s standard type- 
writer keyboard. 


ms Ate SHORT FORM omemm wor mesorame 


weomt 
Navona: Prooucts Saves Company 


een 
nah er eo 
meee roars 


conramers oe 


Saues Commune 
naTiona Prooucrs oa 


mone ease een vo 
- 


ELECTRIC PENCIL SHARPENER 

Stile-Craft Maufacturers, Ine., 1825 
Macklind Ave., St. Louis 10, Mo., makes 
the Electro-Pointer. Pencils to be sharp- 
ened are merely inserted at a 
writing angle. 
matically and 


natural 
Sharpener starts auto- 


produces perfect point 


without waste of lead or wood. It will 
sharpen pencils of various diameters, re 
quires no bolting down, stays put on its 
non-marring rubber base. Lead dust and 
shavings cannot spill but are easily emp 
tied without tipping machine. Designed 
to look well on a desk, retails at $29.95. 


meneame mace 


ae tore ome 


SALES ORDER 
SYSTEM 


etre Replica 


once 


Products 
Corp., 154 Nassau St., 
New York 38, N. Y., 
produces Replica One- 
Writing Sales Order 


aa 





ermal ome * 





qaves noe 80 


ORLA MAT ne 


A Parchment Payer Oi vet Master the 
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System in which writ 
ing the original order 


completes all records: 





salesman’s copy, custo- 


mer’s copy, invoice (ad 





dressed for window en 





velope), bill of lading, 
packing slip, shipping 
order, delivery receipt, 
5 x 3” 


” 


customer file 
plus 
accounts 


card, copies for 


receivable, 
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a l yy your line the sales 


lift of these 3 modern machines! 


All over America, the trend in business machines is away from com- 
plex niodels and towards simplicity in design...in use...in servicing. 


No doubt you yourself have noticed the growing demand for effort- 
less 10-key adding machines and calculators. Facit and Odhner 
helped to speed up this trend. The demand for both machines is 
growing rapidly. 


Advertisements in Time, Newsweek and U.S. News are creating the 
interest in Facit, Odhner and Halda. All these three precision-built 
machines win instant favor on their modern construction and design. 
And performance closes the sale! 


A FEW SELECT TERRITORIES for one, two or all three machines shown are 
available to dealers with established service facilities who can produce evi- 
dence of their intention to make Facit, Odhner and Halda top sellers. 


— 


FILL IN, CLIP Gentlemen: Please send full dealer information on 
AND MAIL TODAY TO [___] Facit Calculating Machines 
FACIT INC., Dept. oF oem Odhner Adding Machines 


aceual ; 
500 Fifth Avenue Haida Typewriters 
New York 36, N. Y. pateean Ht 
COMPANY__ 
114 Sansome Street SE ee eee PS 
San Francisco 4, Calif. OEE: = =— A EEO 
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For ease of operation, for noiselessness, 
for speed and simplicity, the lowest priced 
electrically designed 10-key adding ma- 
chine on the market today. 


By famed industrial designer Erik Fleming. 
Easier-moving carriage. Single-touch mar- 
gin settings. Carriage-keyboard synchro- 
nized for uniform spacing. 


10-key keyboard calculator. Multiply, di- 
vide, add, subtract by effortless, high- 
speed touch figuring method. Electric and 
hand-operated models. 
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credit dept., sales statistics and inventory 


control—all from one writing. 


The sys 
tem utilizes a Replimat paper offset mas- 


ter to reproduce all printed and written 
material on an offset duplicator. Sales- 
man does the writing and his order pad 
contains the Replimats which 
handled freely without fingerprinting, 
require no etching, can be folded for 
mailing and 2-year shelf life. 
Literature from above ad- 


can be 


have a 
and sample 


dress, 


READING MACHINE 
Intelligent Machines Research 
134 8. Wayne St., Arlington, Va., an- 
nounces the Analyzing Reader, a charac- 
It will read typed 
or printed letters, numbers and symbols 


Corp., 


ter sensing machine. 


at speeds in excess of 100 characters a 


second, and actuate other data processing 


machines. It can sort out and reject 


hard-to-read or upside down material, 
but will read characters of different size 
and those out of alignment if set to do 
so. It 


ment or 


will read all the lines of a doeu- 


just one line in an address, 
Some of its applications are: punching 
information it has read into ecards, tape 
or recording as code on magnetic tape: 
actuating an electronic computer; sorting 


checks by ABA or account numbers and 
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punching amount into ecards if figures 
are not handwritten; sorting by key- 
words (like States), ete. In fact, its 
are so that potential 
are invited to submit mechanization prob- 


lems to the above firm for study. 


uses wide users 


ENVELOPE MANUFACTURE 
Old Colony Westfield, 
Mass., offers a free 28-page booklet, ‘‘A 
Visit to Old Colony,’’ 
story of its 
from ineoming 
finished product. 


Envelope Co., 
which presents the 
manufacturing operations 
raw materials to the 
The booklet emphasizes 


the importance of quality control 


throughout all phases of 
verting. The equipment 
methods used to assure customers of the 
highest quality are well illustrated and 
concisely described, as are related opera 
tions such as artificial deckling, tissue- 


envelope con- 


modern and 


lining, bordering, silk screening, panel- 
ing, embossing and printing. 


PHOTO-COMPOSITION 

Filmotype Corp., 60 W. Superior St., 
Chicago 10, Ill., have published two new 
master-font catalogs for Filmotype photo- 
type-composing. Type Designs shows 
over 500 type styles and sizes following 
the most popular domestic and imported 
type designs. Hand-Lettering Styles con- 
tains 36 pages of quality hand-lettered 
styles designed by leading lettering ar- 
tists carefully following current trends 
in national advertising and in demand by 
the leading advertisers, art studios and 
agencies. By presenting hand-lettered 
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Discover the Revolutionary Stencil 








The BDC stencil is complete in one 
unit. It is made with the carbon cush- 
ion attached as an integral part of 
the stencil itself. You never have to 
insert a separate carbon between the 
stencil and backing sheet. You never 
save a worn carbon for re-use. You 
always know where the carbon sheet 
is and you never run short. Each 
BDC stencil is a complete unit ready 


Exclusive 
coating 
never clogs 


ED GD GEES GEES GEES GD GED GED SEED GD CED GED ED aE ay 


a ae 
A nce ae 


to type as soon as you pick it up. 

In addition the new Soft-Green color 
reduces eyestrain and is effortless to 
proofread. The exclusive BDC coat- 
ing eliminates type clogging and pro- 
duces the sharpest impressions with 
all makes of mimeograph machines. 

For samples and complete infor- 
mation write Bohn Duplicator Corp., 
260 Fifth Ave., New York 1, N.Y. 


type faces 





The 
modern stencil 
is carbon- 
interleaved 
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scripts, casuals, romans, ete., 1n master 
font form for Filmotype photo-composi 
tion, 


low-cost 


quality lettering is available at 
for practical use in every lay 
out. also announces 
standardization of an 


Filmotype 


Filmotype Corp. 
electrically-actu- 
ated machine for increased 
production, easier operation and superior 
full infor- 


letter-spacing. Catalogs and 


mation from above address. 


PENCIL CATALOG 
Eberhard Faber Pencil 
point Ave., Brooklyn 22, N. Y., announces 
publication of their new general catalog 
featuring their line of wood cased pen- 


Co., 37 Green 





« 
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cils, erasers, crayons, Nupastels, rubber 
bands and type cleaners. Any dealer, who 
has not received a copy, may obtain one 


by writing above address. 


AUTOMATIC CHECKSIGNER 

Todd Co., Dept. O, Rochester 3, N. Y., 
announces that than cheeks 
an hour can be signed by automatic-feed 
Protectograph checksigners. Addition of 
automatic feed has increased the speed 
of this operation from a previous high of 
around 2,000 hour. The rou 
tine task of signing checks is now. com 


more 2,200 


checks an 
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automatic; merely a matter of 


pletely 
turning a starting knob. Flexible in de 
sign, the feeder holds stacks of checks of 
any shape or size, with vouchers at top 
or bottom with left or 
right. Major features of the Todd auto 
matic signer include two etched copper 


and stubs at 


plates for clear, uniform signature im- 
pressions and a multi-colored ribbon to 
maximum protection against 
forgery loss. Other safety features in 


clude two locks to prevent unauthorized 


assure 


use—affording the same control, in effect, 


as a counter-signature—and a _ non-re- 
settable meter which records every check 


. ' 
signed, 


STENCIL FILE HANGER 
Atlas Stencil Files Corp., 16728 West 
field Ave., Cleveland 10, Ohio, makes At- 
las Double Hangers for filing Gestetner 


The At- 


similar 


and Roneo duplicating stencils. 
las DGR 
in design to the 


hanger is 


DSH 


locking lug 


Atlas 


stencil 
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FACE T 


. and the facts are your continuous 
formswriting system can be no more efh- 
cient than the planning behind the forms, 
the formswriter—and the carbon paper. 

Repeat-O-Pak floating reusable carbon 
paper is specifically engineered to get 
maximum efficiency from every type of 
continuous formswriting job. 

It automatically loads six times more 
carbon paper on the formswriter—and 
uses that carbon paper over and over 
again. Faster, cleaner, permits more 
copies at one typing. 











FACTS 


Has many exclusive ‘“‘bonus’’ features, 
such as aligning leaders, self-contained 
buffers, full or partial block-outs. Avail- 
able in a great variety of weights and fin- 
ishes to meet the specific requirements of 
any formswriting job. 

It pays in many ways to get all of the 
facts about Repeat-O-Pak. 


ofeat.f-Pak 


STANDARD MANIFOLD COMPANY 
Carbon Paper @ inked Ribbons 





333 W. lake St., Chicago, lil 


Offices in principal cities. In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec 
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hanger which has proved popular for 
years. Two stencils are securely held by 
each hanger and Atlas indexes provide 
quick identification of all filed stencils. 
Hangers fit into all Atlas Vertical Sten- 
ceil Filing cabinets. Literature on the 
complete line from above address. 


CONTROL SYSTEMS 

West 42nd 
announces that the 
custom 


Graphic Systems, 55 
New York 36, N. Y., 
introduction of 


St., 


allows a 
their 
System. 


sizes 


wider range of applications for 
Control 


be ordered either 


Joardmaster Visual 


Boards may 


larger or 
smaller than standard size to fit specific 


New 


flexibility in displaying 


applications, attachments 
permit greater 
boards and 
announced. 
aluminum be displayed on a 
wall, propped on a desk or attached to a 
swinging wall panel for multiple units. 


panel 
several optional colors are 
The Boardmaster is made of 


and may 








Any number of boards may be hung ad- 
jacent to each other for larger opera 
tions. Standard boards measure 3814” long 
x 24” deep, weight 9 lbs. Small groves are 
stamped through the metal surface of 
the board at equal distances apart. In- 
formation is typed or written on cards 
which are posted by anchoring their four 
corners in the Cards snap-in 
and flip-out with fingertip control and 
form horizontal and 


grooves. 


vertical columns. 
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Cards 
trasting 


and six 
Various 
may be used singly or in combination on 
the same The standard Board 
master is priced at $49.50 including card 
supply. A 24-page booklet with over 100 
photographs, sketches and diagrams ex- 
Board- 
numerous applications; 


four sizes 
colors. 


eome in con- 


pastel sizes 


board. 


plaining the operation of the 
and its 
with a plan sheet and color chart, can be 


had 


master 


free from above address. 


ZIPPER MAIL BAG 

Can-Pro Corp., 26 E. MeWilliams St., 
Fond du Lae, Wis., announces the addi- 
tion of a new model to its line of canvas 
and leather mail bags, the Zip-Top Mail 
Bag, handsomely made of heavy, water 
repellent with 
wearing leather handles, cuffs and trim. 


canvas genuine, long 


It has a heavy-duty brass zipper opening 
across the top and halfway down one 
side for quick and easy filling and empty- 
Zipper can be locked if 
Large brass studs protect bottom against 


ing. desired. 


excessive wear. Complete information 


from above address. 
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Filmsort is 

Microfilm, unitized in Filmsort Aperture 
or Jacket cards, offers a simple, fast, ac- 
cessible way of filing all types of records. 
Filmsort may be combined with any filing 
system—electric accounting machine, mar- 
ginal punching, or simple alphabetical or 
numerical filing methods. 

A Filmsort viewer completes the pic- 
ture, restoring microfilmed documents to 
original size for quick and easy reference. 
When copies are needed, enlargements 
direct from microfilm may be made using 


Filmsort 


INCORPORATED 
PEARL RIVER, NEW YORK 
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easy to use ! 


the Filmsort Reviewer in combination 
with modern photocopy machines. 


Whatever your filing problem, Filmsort 
has the answer. 


Filmsort has EVERYTHING. 


For Complete Information: 


FILMSORT: Dept. O 
Pearl River, N. Y. 


I 
l 
Send me, without obligation, full infor- | 
mation on how FILMSORT can help | 
me solve my filing problems: | 

| 

l 
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Sharpens Pencils Like Magic! 


SAVES TIME ... SAVES MONEY 


COMPLETELY 
AUTOMATIC 


World’s Finest Electric Pencil Sharpener 
“PROVEN THROUGH 13 YEARS OF SATISFACTORY SERVICE” 


Make it a point to save time and pencils . . . easy-to-see 
front opening at the natural writing angle . . . sharpens 
pencils instantly . . . works automatically . . . no groping 
for side openings . . . no slow cranking . . . full view size- 
changing device for various size pencils . . . no bolting down 
... Stays put on rubber base. . . no slipping and no marred 
furniture .. . beautifully designed to look well in office or 
home . . . no messy lead dust or shavings are spilled from 
shaving drawer which slides out easily without tipping . . . 
sharpens just enough . . . does not chew up pencils or waste 
lead and wood. 


CALL YOUR STATIONER OR WRITE 


S T k L E vag 2 R & F T SHARPENS VARIOUS 


SIZE PENCILS 
larcuglaclctors. INC. 


1825 MACKLIND AVE. « ST. LOUIS 10, MO. 
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CARD TUB FILES 
Tab Products Co., 57 Post St., San 
Francisco 4, Calif., offers tub files for 5” 
x oF, Of x 2% end. S*.:x 5" carga: im 
addition to their line of tub files for 
tabulating cards. Tab Products’ design 


places cards above the framework of 
the file, exposing them for fast reference 
and filing. More than 28 tub file models 
provide a capacity or size for most all re- 
quirements. Write the above address for 
illustrated literature and name of loeal 
sales representative 


FLOOR-WALL 
SAFES 


Pilfur-Pruf Safes, 

2472 Third St., San 

Francisco 7, Calif., 

offers safes which 

can be inconspicu- 

ously installed flush 

with wall or floor 

and have a specially 

designed 7-tumbler, 

circular key, lock. 

It is practically im 

possible to insert 

any tool into the 

keyway. No one ex- 

cept the legal owner 

of a Pilfur-Pruf 

Safe can obtain a 

duplicate key and all keys are regis 
tered. Keys eliminate the need to re 
member a lock combination. Rotating 
cover lid is carbon steel, case hardened 
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Papers go in— 


) 
™ | Shreds come out 








SHREDMASTER 


Shredding Machine 


quickly turns your confidential papers 
... Old records... waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material. 


ANYONE CAN USE—Quick, safe, easy op- 
eration! 

PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 

PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 


Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 


Write for Free Circular No. 3. 


THE SHREDMASTER CORPORATION 
1104 Raymond Bivd., 
Newark 5, N. J. 

Opposite PRR Station 





and heat treated. Model A has double 
interior compartments each with heavy 
steel cover and separate keys. It is in- 
tended for business use, sunk in a floor 
or wall surrounded by concrete; has ap- 
proximately 750 cubic inches of space 
and sells for $89.50. Model B (illus- 
trated) which has similar capacity in a 
single compartment and offers the same 
security against pilferage when properly 
installed, sells for $79.50. Dealer inquiries 
invited. 
CARBON-FORMS FEED 

Carbon-Feedmaster Co., 309 Henry St., 
Eureka, Ill., makes the Model 314 Carbon- 
Feedmaster for typing hecto masters. 
On all Carbon-Feedmasters, carbon is 
advanced independently of the form so 
that every line space of the carbon roll 
is used. Continuous forms are pin-fed 
registration. 
automatically winds on a core for easy 
disposal, This eliminates carbon handling 
during typing. Clutch mechanism keeps 
carbon taunt at all times and forms ean 


for precise Used carbon 


forward or backward at will 
movement of the carbon. Car- 
bon feed moves only after a line has 
been typed and earrige returned. The 
Carbon-Feedmaster is suspended on ball 
bearings on a rack fastened to type- 


be rolled 
without 


writer base. Typewriter can set on any 
surface or stand. Feedmaster can be 
easily removed from its rack, operates 
on 110 v. AC, costs $210 for 11-13” ear- 
riages and $40 more for wider carriages. 
Also made for IBM Tabulators. Illus- 


FAST—LOW COST ELECTRONIC METHOD TO 


J lenalax ==. 


For graphic material; 
office forms, drawings, etc. 


SOEASYTODO #. 
NO CHEMICALS 


NO DEVELOPING FF 
NO POWDERS * 


Insert original — 
push button 


Remove stencil 
or positive copy 


Carry on other 
work for from 
3 to 6 minutes 


Save time, save money — STENAFAX will make a single positive 
copy, or it will make stencils or offset masters for your office 


duplicating equipment. Write for booklet. 


TIMES FACSIMILE CORPORATION \ 
Biltmore Arcade, 43rd St. and Madison Ave., New York 17, N.Y.* 1523 L St., N. W., Washington 5, D.C. 
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Nine to five is a breeze for this young execu- 
tive—with never a letdown in between. Why? 

One reason is that his chair works with him, 
keeps his body “at ease,” his mind at “attention” 
all day, helps him to make full use of time, the 
most critical factor in business today. 

The secret—revolutionary “time-engineered” in- 
novations which help correct bad posture and 
provide daylong comfort. It is virtually impos- 
sible not to sit right and feel better in this hand- 
some Shaw-Walker Correct Seating Chair. 

Since 1899 Shaw-Walker research has de- 
veloped close to 4000 time-savers to help make 
the most of every working minute—desks, Fire- 
Files, filing cabinets, loose-leaf and payroll sys- 


tems everything for the office except machines. Revolutionary chair-arm design per 
| mits free movement. Slope of seat 
compels user to sit in a healthy re 


4 H aecteent | HAW. ALKE laxed position. Convex-curve _ back 
support lets spine relax without 
3 | ements sent saan eemen cmmn mena 
~~ 





slumping. Form-fitting cross-rail re 
Largest Exclusive Makers of Office Furniture | lieves pressure om coccyx. Correct 
ia . - height, tension of seat assures maxi 

and Filing Equipment in the World | mum leg comfort. 
Executive Offices at Muskegon, Michigan Beautiful, distinctive styling enriches 
office appearance, improves morale. 


Branches, Dealers in all Principal Cities 


Write for The booklet, ‘Time and Office Work,"’ is packed with ideas for stretching office 
time. A wealth of information on ‘“time-engineered”’ office systems and 


FREE BOOKLET equipment. 36 pages! Many color illustrations! Write today, on business 


letterhead to: Shaw-Walker, Muskegon 51, Michigan. 





rSTEECK 
oe Wis. Papers 0° 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


Use 


‘Fidelity 


Onion Skin 


For 


THIN LETTERHEADS 
COPIES 
RECORDS FORMS 


Send For Samples 


ey il ot on OS 
MANUFACTURING COMPANY 


Turners Falls, Mass. 


trated literature and prices of all models 
from above address. 


TYPEWRITER SHELF 

General Fireproofing Co., Youngstown 
1, Ohio, makes the Mode-Maker Station- 
ary Typing Shelf for its Mode-Maker 
Desk line. This unit eliminates the 
necessity of using a regular typewriter 
desk when a typewriter is used only 
occasionally. When not needed, the Typ- 
ing Shelf is easily removed and the full 
storage space of the desk can be used. 


Even with this unit in position in the 
desk, only the use of one sliding tray and 
a top drawer is sacrificed. It is installed 
by simply removing a top drawer and 
a sliding tray on either left or right 
side of the desk and inserting the shelf 
which is relatively light in weight. Made 
of steel, this accessory has stability 
and ruggedness and offers a firm base for 
the typewriter. A knee shield, which is 
reversible for use on either side of the 
desk, is attached beneath the shelf. The 
shelf is equipped with a swivel type- 
writer pad to which the machine can 
be bolted. This permits the operator to 
move the typewriter into the most con- 
venient position for typing. 


HOT SPOT CARBON INKS 
American Carbon Paper Mfg. Co., 
Ennis, Texas, offers forms printers a free 
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2%, When you adopt efficient Macey methods, you 
2,800 to 64,000 get automatic collating designed to your spe- 
Sheet ‘ cific needs. Macey Production-Rated Collators 

eet Pe. come in 4, 8, 12 and 16-station models, with 
such efficiency builders as an offsetting jogger, 
a stapler, a tape delivery. For an idea of how 
much you can cut costs with a Macey, send 
for our file of actual case studies of work sim- 
plification — using Macey collating methods 
—in companies you'll recognize. 





FLEXIBILITY 


ey 


COLLATING METHODS 


+++ prime aid to work simplification 














ae 


ae oo __ 
HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. A., 4510 East 71st St., Cleveland 5, Ohio 


Naome____ 





Company____ 


| 
| 
| 
| 
! 
Please send me the free Macey case history file. | 
! 
| 
| 
I 
! 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


From $3450 
7 $6600 


FEATURES: 


@ 3” diameter casters 
prevent tip overs 


@ Drop leaf interchangeable 


@ Solid steel frame 
construction 


@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 


ADJUSTABLE 
BALL FOOT 


Permits adjust- 
: ment to very 
me uneven floors. 
m Always rigid. 


MMi 


epaaeeedeine 


GENERAL SPECIFICATIONS 


Frame 24!/," wide, 17/4," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 251/," Wr ‘te 70 1 Ly for New 


between casters. Top 18" x 18", 


drop leaf 16" x 18". 3" diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer Plan 


ry TUBULAR SPECIALTY MFG. CO. 









1940 Stanley Avenue Detroit 8, Michigan 








folder with sample swatches of Amco 
Hot Spot Carbon Inks in various colors 
and qualities. It tells the best kinds of 
paper for hot spot carbonizing and the 
types of equipment necessary to do this 
work. There is a table showing which 
ink to use for different office machines, 
paper stocks and number of carbon copies 
required, 


STAMP PAD & PEN SET 

Metal Products Engineering, 
4000 Long Beach Ave., Los Angeles 58, 
Calif., announced that 
a leading bank chain 


Ine., 


time and motion 
studies made by 
showed that customer 
slowed by the scattering of date stamps, 
identification stamps, ink pads and pens 
on tellers’ desks. A combination Stamp 
Pad and Pen Set was designed and 
further studies were conducted. Results 


service was 


teller 
Stamps, pen and pad are 


showed increased 
operations. 
all in one place with the combination 
set. Stamps are held at proper angle for 
instant pick-up by means of a slight 
elevation in the base of the stamp 
recesses. A No. 1 rubber stamp pad is 
locked securely in place by a simple set 
’ad cover, when open, will hold 


efficiency in 


screw, 
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the NEW KING-SIZE 
MIM-E-O OFFSET 
MASTER FILE 


The easy-to-operate 
file that protects 
the Big ones: 


Aluminum, paper 
composition and 
zinc masters . . . 
Multilith masters 
Nos. 1250, 75, 
80 and 2066... 
Davidson masters 
Nos. 241, 252, 
233. 


Model 
2066-R-SCH 





@ SAFETY FIRST—Files masters vertically ... 
free from pressure, corrcsion, scratching! 


@ IMPORTANT PORTABILITY—''Roliaway'' 
model simply rolls wherever desired! 


@ PATENTED EFFICIENCY—Patented Spring 
Clip Hangers each file 2 masters—Multilith 
master No. 2066 is filed sideways to protect 
serrated edges . . . means perfect registra- 
tion for re-runs! 


@ VERSATILE, TOO—Also files X-ray and blue 
print plates and negatives! 


DIMENSIONS: Height 26'%'', Width 21"', 
Depth 28°’, Weight 50 Ibs. 


Construction: Made of sturdy heavy gauge 
steel; ee in hammerloid gray baked 
enamel. 


MIM-E-0 STENCIL FILES CO. 


1214-21 W. Chestnut St. © Chicago 22, Ill. 
MAIL THIS COUPON TODAY! 





MIM-E-O0 Stencil Files Co. 0-354 
1214-21 W. Chestnut St., Chicago 22, Illinois 


Please send me full details about the new 
MiIM-E-0 Offset Master File 2#2066-R-SCH. 


Name . i 

Organization 

Address 

City Zone State 


— = ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee oe et 
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WORDEN DESKS 
WITH DEPENDABLE 
QUALITY— 
“Year in and year out.” 


No. 260—O.H., 66" x 42" 


The Worden Line of Desks, Chairs, 
Tables, are made from materials 
carefully selected and assembled 
by workmen interested in furnishing 
you a product that does not vary 
with every purchase. 


This beautiful 
catalog will give you 
full information 
about the 

Worden Line. 


by Khe tll 





THE WORDEN 
HOLLAND 


COMPANY 
MICHIGAN 


WORDEN 


POLLAMS mitcn 














additional stamps. Set includes an exeen- 
Paper-Mate ballpoint pen. 
Complete set is reversible for placement 
on left or right desk or 
tubber feet keep the set firmly in place. 
Set is 81%” long, 3% 


weighs 22 ozs. 


tive model 


side of user. 


” 


wide, 14” deep; 


ADDING MACHINE 
Summira Adding Machine Co., 3851 W. 
Madison St., Chicago 24, Ill., announces 
the Summira Adding Machine which fea- 
with the 
appearing immediately in the total result 


tures direct subtraction result 


dial after one simple operation. It has 
total 
and a durable clearing bar action which 


visible and individual entry dials 
eliminates crank handling after each in- 
dividual entry. The Summira Adding 
Machine totals to 9,999,999 and has dol- 
total dial. 


Keyboard is finger contoured for simple 


lar and cents signs in the 
operation. 
at $39.50. 


Ruggedly constructed, priced 


Full information from above 


address. 


TYPEWRITER TYPE 
Alfred Ransmayer & Albert Rodrian, 
Oberlandstr. 12-18, Berlin-Tempelhof, Ger 


many, makers of Raro office machine 
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te 


MANAGEMENT: For Copying SALES: For Copying Orders, Let- MANUFACTURING: ForCopying + SHIPPING: For Copying Re- 

Letters, Reports, Contracts, in- ters, Inquiries, Presentations, * Schedules, Work Sheets,Control ° ceipts, Claims, Freight Bills, 

structions, Statistics, Ete Price Sheets, Ete + Sheets, Master Records, inven- —s Shps, Bills of Lading, 
tory Records, Etc 


TOCOPYING 


co ae 


Use It To Copy 
ANYTHING 


\ right in vour own office! 


Systematic tat 


EVERY DEPARTMENT can use the Apeco Systematic Auto-Stat. This new 
all electric photocopying machine prints, processes and dries automatically. 
It's fast—dry copies in less than 45 seconds! It's convenient—fits on the corner 
of any desk. . . it’s ready for instant use! it's easy—anyone can operate it! 
Saves up to 80% on copying jobs. Eliminates retyping, hand copying, check- 
ing or costly outside copying service. Makes legally accepted black and white 
or colored copies from any original up to 11” x 17”—printed on one or two sides. 
So low cost—a complete Apeco Systematic Auto-Stat installation is priced 
well within the budget of even the smallest firm. 


LiFe TIME SERVICE pnoTocory INFORMATION KIT... IT 


eeoeeeeeeeeeeeseeereeeereeeeeeeeeeeeee 


’ 
S FREE 
BAS ea Gee eaaeaeanm- a2 eaeaea wae 
American Photocopy Equipment Co. 
1932 W. Peterson, Chicago 26, Illinois Dept. 0-1 
RUSH ME NEW PHOTOCOPY INFORMATION KIT containing 


booklet on the Apeco Auto-Stat plus separate folders on copying 
tax returns, color copying and copying on preprinted forms. 


Name 





Firm 





Address 





City State 
TTT EeeeReeeeeeeeeeeeee 





In Canada. APECO OF CANADA, LTD., 134 PARK LAWN ROAD, TORONTO, ONT. 
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types, have published a comprehensive, 
80-page booklet showing typewriter key- 
boards in the languages used by 75 dif 
ferent countries, In addition there are 
shown keyboards for special businesses, 
technical and scientific purposes. Book- 
let has English text. This firm was es- 
tablished in 1899 and makes steel type 
for all typewriters, bookkeeping ma 
chines, adding machine figure segments, 
figure bars, figure wheels, type levers 
with numerals and signs, and keyeards in 


all known languages. 


PAYROLL SYSTEM 

S-K Forms Co., 1619 Walnut St., Phila- 
delphia 3, Pa., makes the S-K 301 Pay- 
roll System with which all entries are 
completed at one time. No posting is 
necessary. The average clerk can use 
the system which consists of a disposable 
writing board, detailed pay sheets with sheets, window pay envelopes which take 
lines for 25 employees, collated and at- currency unfolded and two binders to 
tached carbonized receipt forms, cazbon house detail and individual sheets. <A 


paper, employees’ individual payroll complete one-year system for 25 em 





oS Your office requires a de- 
pendable mimeograph that 
is built for action and ‘‘can Line Up with 
take it.’ 
Inquire about these fea- HART’S Complete Line! 
tures: 
© Speedy & Automatic @ Economical hand operated 
Hairline Registration models 
on Ream Paper capa- Efficient electric models 
Deluxe Feed Assembly Convenient spirit duplicators 
Built-in Accurate 
Counter 
Simplifies Filling-in 
it tater dinnguaines ALL PRECISION-BUILT 
! 
Have a Hart! BEAUTIFULLY DESIGNED 


PROFITABLE 


HART 


mimeographs 


















































‘eee eee at 
~~ 


Top quality accessories and 
supplies 





































































































HM 249 E and supplies 


« HART Zee MIMEOGRAPH 
Bi een LIST 312 ~ tax 


ae 


HART MANUFACTURING CO 
ST. PAUL 4, MINN 
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aga Anyone can produce heoutiful 
plastic bound books in 
these 2 easy steps: 


Punch sheets and covers of any size or 
weight, quickly, accurately 


right in your 
own office! 


-.-and save money, too ss ~ ) 
Bind up to 250 books an hour with colorful 


| GBC plastic bindings 





Y definitely im- enn dasa ee : : 
prove the ‘o@ectivences Add prestige... utility .. . attention-compelling 


farlons ond repos wih appearance to reports, catalogs, presentations, and all 


po noting Bw gga Gec printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly ... economically plastic binds loose pages of 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 
General Binding typewriter . . . saves more than 50% over old fashioned 
Corporation fastener-type covers. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


GENERAL BINDING CORPORATION 
Dept. O-3, 812 W. Belmont Ave., Chicago 14, Ill. 

Please send me, without obligation, your free PORTFOLIO- 
PRESENTATION that includes prices, applications, and other 
practical information on this modern plastic binding system. 


Name 





Organization 





\ Address i sealsiaeiall 





SS ns Eee Se __Zone State 


ee er 
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my work goes faster... 


Ty ie) ici leo meets) aa 


with /-YD)DIOD>.< plus SML'* 


That's what so many satisfied customers are saying 
about the new ADDO-X with the exclusive 
STEP-O-MATIC MULTIPLIER LEVER* ... that 


speeds up multiplication. 
Soaring ADDO-X sales are solid proof that top 


management is constantly being pre-sold on ADDO-X 
through leading trade and business publications. 


We fou maw dace libra toy / 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U.S. Distributors; Addo-X Adding Machines 
Roneo Mimeo Machines 
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$34.50; $15 additional with 
headings imprinted to order. For 50 em- 
ployees it 100 employees, $97; 
200 employees, $184, plus $27.30 with 
special imprinted headings. Illustrated 
literature describing the procedure for 
using the system is free from above ad- 
dress. 


ployees is 


is $55; 


CASH DRAWER 

Indiana Cash Drawer Co., Shelby- 
ville, Ind., makes the Model R-1 under- 
counter Cash Drawer which can be built 
into new fixtures or equipment, or in 
stalled in existing counters, <A_ special 
feature of this cash drawer is the remov- 
able metal money tray with a lock-on lid. 


Tray may be removed for checking or for 
storage in safe overnight. Extra trays 
are available where more than 
cashier uses the same drawer to permit 
each to have her own tray and individual 
key. This expedites checking of cash of 


one 


one cashier while another is using the 
drawer, or permits one cashier to lock 
her tray while another takes her place. 
Money tray has six coin compartments 
2%” x 3”, three currency compartments 
2%" and a ticket compartment 
354”, Currency and ticket com- 


614" x 
9%” x 
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NAKED TRUTH 


... and why this PPC Duplicating 
Fluid is your greatest profit 
item... 


FOR THE FIRST TIME... 
the actual formula* 


We dare any other 


manufacturer to be as 
and frank. The 
Duplicating Fluid adver- 


open 


tised herein contains: 


*ALCOHOL and CELLOSOLVE SOLVENT 
THAT iS ALL! 


PPC Spirit Fluid is quick drying—will not cor- 


rode maximum copies. 


Meets government specifications type Il under 


equipment—yields 


general services OD-825., 


RETAIL $3 per gallon 


SHIPPED PREPAID 
MONEY BACK GUARANTEE 


* 
POTOMAC PRODUCTS 


BERWYN, MARYLAND 


Eastern Representative: 
Lifton-Keppler Associates 
321 Broadway, New York 7 REctor 2-5165 





Puddle- 


Proof! | 


1 
l 
1 
! 
! 
! 
| 


an 


“ 


Te's the new Morris miracle SAFE- 
T-SET with the exclusive safety 
feature. Tip it... tilt it...turn it 
upside down. Won't spill. Won't 
leak. It’s Puddle-Proof!The Morris 
SAFE-T-SET belongs on every 
office desk. Saves soiled clothing, 
spoiled tempers. Handsome modern 
design in your color and the pen 
with a point in your favor, a Morris 
hard-tip point. Will hold full two- 
ounce ink supply and built with 
office rough treatment in mind.The 
new Morris puddle-proof SAFE-T- 
SET is manufactured by the fore- 
most name in the field of matched 
desk top equipment. Your stationer 
can supply you. See him today. 


The leading makers of desk top equipment. 


BERT M. ORRIS CO. 


8651 W. THIRD ST., LOS ANGELES 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 


| mounting. 
| soned 
| finished in 
| gray. 


| OB," 
|o% - 


| drawer is opened. 
| mechanism. 
| full stop. 

| above address. 





partments have hinged  bill-weights. 
Finish is gray baked enamel. Drawer 
and drawer case are made of Indiana 
hardwoods. Top of case is 5 ply, %” 
thick panel with six screw holes for 
All woods are thoroughly sea- 
kiln-dried. Drawer ease is 
natural basswood or office 
Overall size of case is 1834” wide, 
1554” long, 4%” high. Inside depth is 
High grade dise tumbler lock on 

Warning gong rings each time 
Easy rolling 4-roller 
Drawer comes to a smooth, 


and 


drawer. 


Full details and price from 


FORMS HOLDERS 


Saunders Mfg. Co., P. O. Box 243, 
Winthrop, Me., specializes in the manu- 


facture of Duraluminum holders for all 


types of snapout forms, The Saunders 


| Style A Holder (illustrated) is light in 


weight and has steel spring safety lock 
to hold forms securely in place. A touch 
of the thumb releases the filled-out form. 
Storage compartment when 
spring catch is released and prevents loss 
of duplicates. Duraluminum backing 
piece provides a firm writing surface, 
protects unused carbons and keeps forms 
clean and ready for use. Forms printers 
can Obtain illustrated literature on dif- 
ferent style holders from above address. 


opens only 
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HI F MAGNETIC DICTATING 
g and TRANSCRIBING 





AMAZINGLY LOW PURCHASE PRICE—ONE YEAR GUARANTEE 


Before Dupli-Voice, you could only get the hi- 
fidelity performance and economy of magnetic re- 
cording in bulky tape or wire recorders. But now 
Dupli-Voice removes bulk, eliminates weight—gives 
you true portability! Dupli-Voice Erase-o-matic belts 
avoid tape tangles, wire breakage, give you hi- 
fidelity and convenience at the same time. 











RE-USEABLE BELTS—Jus! dictate, transcribe, erase—re-vse belts thousands 
of times! 

PORTAGLE— Weighs only 12 Ibs., uses desk space only 514” « 10°. 
SELF-EDITING—-Erase fectwe permits dictator to moke own corrections— 
perfect tramscriptions every time! 

EASY- MAILING BELTS—Moil 5 belts for 3c in no, 10 envelope. 

COMPLETE REPRODUCTION CONTROL— Tuning lever for perfect repro- 
duction, plus tone and volume contro! 

PERFECT REPRODUCTION—Repicy belts repectediy. No static or fidelity 
breakdown—pbelts impervious to temperature and humidity changes 
OPERATING SIMPLICITY —Secretaries become experts in five minutes with 
ecsy-to-operate, fingertip controls 

FINGERTIP MIKE PLAYBACK —Forward or reverse—dictation plays bock 
thru mike at the touch of o button 

BACK-SPACE CONTROL —Tronscriber has complete contro! of bock-spece— 
bock-space os far os you want 

FOR SMALL OFFICES—Dupli-Voice is o complete, portable dictoting ond 
transcribing system in one unit 

FOR LARGE OFFICES—Dupli-Voice Erase-o-matic belts can save thovends 
of dollars o year—re-wable thousands of times 





Get money-saving, time-saving facts about owning 

a Dupli-Voice—-cut out the coupon and mail for 

free booklet, “When Quality Dictates.”” Mail Today! 
NO WIRE! ...NO TAPE! 


Amazing new Dupli-Voice MAIL TODAY—NOW! 

features and advantages make to Dupli-Voice Co., Inc. - Algonquin, Illinois 

it the best machine on the 

market. We are now establish- Please send me free booklet, ‘When Quality Dic- 
ing sales and service on a tates,”’ which gives the money and time saving 
national basis. Dealer in- facts about Dupli-Voice. 


-.* quiries are solicited 
DUPLI-VOICE CO., INC. - atconauin, itinols 

in New York: 95 Madison Ave. Address 
in Los Angeles: 7120 Melrose Ave. 


Name 


ee | 


City 


I 
! 
! 
! 
| 
1 
1 
I 
1 
| 
| 
| 
| 
1 
! 
! 
1 
1 
! 
! 
i 
i 
i 
i 
1 
1 
t 
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DESK MEMO PAD 
Mayer Mfg. Corp., Dept. TO, 3136 West 
5ist St., Chicago 32, IIL, makes the 
Mayco Roll Master Memo Pad which uses 
a standard 3 7/16” roll of adding machine 


paper tape to provide a continuously re- 
newable writing surface, always ready 
for use at the correct writing angle. The 
Roll Master is of all metal construction 
with rubber feet to prevent marring desk 
top. It is suitable for executives, secre- 
taries, telephone operators, etc. Its top 
opens to provide storage space for 
memos, ¢lips, stamps, etc. Finished in 
choice of rich crackle brown or crackle 


EW! ep 


TYPEWRITER TYPE CLEANER 


gray enamel, it can be ordered from 
above address and received postpaid at 
$2.69 each east of Denver, $2.89 in the 
west. 
DOUBLE-DOOR SAFES 

Schwab Safe Co., Lafayette, Ind., an- 
nounces that all Schwab Underwriters’ 
Class A, B and C safes are made with 


This 
gives added protection against burglary 
since the inner door is made of heavy 


inner doors as optional equipment. 














50¢ RETAIL 


® TYPE CLEANER 


Stationers write: 


li2 
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Dont Tol 


Let a FREE TRIAL of thé OLD TOWN Inkless DUPLICATOR 
show him how much time and money can’be saved. 


YES—It's amazing how you can turn hours of office work into 
minutes. If you need another copy of anything, check OLD 


TOWN Inkless Duplicators. 

FAST—Perfect facsimiles, faster than a copy a second. 
CLEAN—No inks, no stencils, no plates, no make-ready, 
no cleaning-up! 

EASY—So simple and automatic, anyone can operate. 
BRILLIANT—Unmatched legibility of copies, up to 6 
colors printed at once. 


VERSATILE—Ideal for 6 to 600 copies—from postcards 
to posters. Replica reproduction of typed, ruled, drawn, 
or printed material. Letters, memos, forms, records, 
charts. Re-usable originals. 


ECONOMICAL—The least expensive method. Low in © 


first cost, operation and maintenance. 


Let an OLD TOWN sales counsellor, trained 
in office procedures, demonstrate at your con- 
venience the many advantages of the unique 
OLD TOWN Inkless Duplicating method. 
Use the coupon today. 


‘O10 Town 


OLD TOWN CORPORATION, Dept. 9-3 
345 Madison Ave., New York 17, N. Y. 
Gentlemen: Please send me complete informa- 
tion on the OLD TOWN Inkless Duplicators. 


([) You may arrange FREE trial 
IID cis ciinisnihadiedittnailinsbpuenieiicniaahdapisitiides 


Address__ 





City State 








Re steel plate with paracentric key lock. It 


es also offers added convenience because 


LERS only the inner door need be locked dur- 
HANO DEA ing the daytime, instead of locking the 
outer door’s combination lock. Outer 


MAKE PROFITS doors still have a 4-tumbler combina- 


tion lock as standard equipment. Schwab 
HESEITEMS Safes are made in a complete line of 
ONT styles and sizes for every requirement, 
, - finished in office gray or standard green 
wrinkle. An illustrated folder describing 
the line, with specifications of the dif- 
ferent models, can be had from above 
address. 


Auroonarinc ROUTERS A? dont DUPLICATOR CABINETS 
try to sell “just as good,” sell the Halverson Specialty Sales, 1221 W. 
best . . . sell Hano. Chestnut St., Chicago 22, Ill., makes a de 
luxe, all-steel line of duplicator cabinets. 
The three models currently offered are 
of heavier gauge steel and fine in quality, 
workmanship and appearance, yet are 
priced to appeal to the widest market. 


SNAP. ; i hand- 
- sets From simple har 
a enig complicated machine 


bookkeeping forms 


INTERLEAVED SETS 
CARBON INTERLEA YD 


erm anedt for any typewriter OF bill- 
ing machine. 


One 


i for 
CONTINUOUS FORMS Lithographed 
i efficiency and appearance for 
any machine billing. 





" Designed to provide maximum rigidity 
South, er hee lin Ay dhol and soundproof operation, tops are prime- 
for established stationers. grade 18-gauge steel; the sides, back and 


shelf are 20-gauge steel. Four adjustable 








glides assure leveling on uneven floors. 
Ball bearing, locking casters are avail- 
able as accessory equipment. Handsomely 
finished in a_ liquid-resistant, baked- 


HOLYOKE, MASS. ; . 
enamel Hammerloid gray, the cabinets 
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lean Write 


Established 1906 


‘We lead, others follow’’ 


LET'S LOOK AT THE RECORD 


a 

Manufacturing 
years of 
back 


In 1906 the Frankel 
Co. was established. All these 
manufacturing experience are in 
of our products. 

In 1914 we were among the first 10 

ure Silk typewniler ribbons. 
ns are still the sharp- 
ed. 
4 PROTEIN Sten- 
this country: These were ! e 
finest stencils available until the cellu- 
lose patents expired in 1942. 

In 1928 we pioneered the printing 
of the scale on top of the stencil instead 
of on the back. This radical improve 
ment has since been adopted by most of 
our competilors- 

In 1930 we 
(FILM) Stencil. We were the 
troduce them i 


the country; 
ally as early as 1930. This improvement 


revolutionized the entire stencil indus- 


iry- 


cils in 


pioneered the Crystal 
first 10 in- 
throughout 


@ A FEW 
EXCLUSIVE FRANCHISED DEALERSHIPS 


STILL AVAILABLE... 
wille 


=" btnwad cee 4 


K ‘ 

pose Write Stencils are 
vailable in green, blu 
yellow, white, and ht 


...in all sizes and 

type 
oo for all machines, slther 
oreign or American ; 


AND NOW=- 

tomic Green Stencil... made 
ly different ingredients and 
different coating processes 
than any other stencil. Here is a stencil 
that lifts itself out of the class of the 
ordinary feathery mimeograph work. 
This stencil produces crisp sharp im- 
pressions that are actually compar 

able to offset printing! 


FRAN r 
KEL MANUFACTURING COMPANY 


The line that ts im tatec b not duplicatet 
3 t t 1 ut not 1 l 
| J : 
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Helpful Signs 





For Users of 
SPOT CARBON 


The extensiveness of our spot car- 
bonizing facilities include: 


@ HOT WAX spotting ... the 
process that assures legible im- 
pressions. 


e@ SIZES AND SHAPES ...of any 
design up to 25x38 inches. 


@ PAPER STOCKS ... just about 
every type of paper can be spotted 
on our machines, including the 
gummed side of gummed stock. 


@ DELIVERY AND PRICES...a 
pleasant surprise awaits you... if 
you will give us the opportunity of 
quoting on your next order! No 
obligation, of course. 


U. S$. CARBON & RIBBON MFG. CO. 
Inc. 
621-623 CHERRY STREET 
PHILA. 6, PENNA. 


Established 1895 








blend with office decorating schemes. A 
closed back, double door cabinet has left- 
handed pull-out shelf. Large enough to 
hold all necessary supplies, it is 29” 
wide, 1914” deep and its height is adjust- 
able from 28%” to 30”. A companion 
model has the same dimensions but with- 
out the double doors. An all-purpose 
duplicator stand has a handy bottom- 
cross shelf for supplies. Further infor- 
mation and priees from above address. 


ADDING MACHINE 

Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes an Underwood 
Sundstrand portable electric adding ma- 
chine with multiflex control which re- 
places the repeat key with a multiply 
bar located at the right of the numeral 
keys. This is a fast and most efficient 
adding machine for multiplication prob- 
lems. Long enough to be used with 
either the mctor bar or subtract key, 
the multiply bar is held down with the 
motor bar for direct multiplication. 


Short-cut multiplication is performed by 
holding down the multiply bar and sub- 
tract key. Color styled in harmonious 


non-glare blue and gray to blend with 
‘ : 


any . offiee’ decor, the Underwood Sund- 
strand*offers 4-point control for reducing 
hand travel to a minimum and eliminat- 
ing waste motion. Ali keys on the 10-key 
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touch method keyboard are directly un- 
der the fingertips for complete one-hand 
control. The machine, which cycles at 
150 revolutions per minute, has been 
sound conditioned to a barely audible, 
non-irritating pitch. Four motorized im- 
provements perform adding, subtracting, 
non-adding, sub-totaling, totaling, sim- 
plified multiplication and printing credit 
balances. Credit sub-totals are identified 
by a red ‘‘CR’’ symbol. Use of a table 
of decimal equivalents supplied by the 
manufacturer permits swift division by 
multiplication. Rapid changing from one 
type of calculation to another is accom- 
plished by a shifting keyboard entry fea- 
ture. An entire item set up in the key- 
board can be cancelled by depressing the 
motorized correction key. Touch opera- 
tion can be learned in as little as five 
minutes, according to the manufacturer. 
Among the many applications of the new 
machine are computing interest. extend- 
ing orders, calculating mark up or mark 
down, payrolls and percentage of increase 
or decrease. Unveiled with the portable 


electric model was a new line of manual 
adding machines, Prices start at $280 
for the electric and $175 for the manual 
machines, 


PRINTED CODE READER 

Kybernetes Corp., Division of Self 
Winding Clock Co., 1104 Raymond Blvd., 
Newark 5, N. J., makes a Printed Code 
Reader which can be incorporated into 
computers and office machine systems to 
enable preprinted, pretyped, handwritten 
or hand-corrected code to feed directly 
into mechanized systems as a substitute 
for keyboard input. The code is optically 
sensed from moving or stationary paper, 
Output signals can be fed directly into 
magnetic tape, magnetic drum, punched 
ecard and punched tape systems for in- 
ventory control, garment ticket handling, 
insurance and utility billing, computing 
and bank sorting of checks, dzafts and 
deposit slips. In a pilot system now be- 
ing demonstrated, the image of an ad- 
dress on a card is selectively distributed 





327 South La Salle Street 





at the NOFA Convention you'll see only... 


216 EXHIBITS DEVOTED EXCLUSIVELY TO 
OFFICE FURNITURE AND EQUIPMENT 
8th ANNUAL CONVENTION—NATIONAL OFFICE FURNITURE 
ASSOCIATION—HOTEL SHERMAN, CHICAGO—MAY 8, 9, 10, 11, 1954 


Member registration —Luncheon—Round-up Party—Banquet — $17.50 
Non-member registration—Luncheon—Round-up Party—Banquet—$22.50 
Mail registrations TODAY to: 

John R. Gray, Executive Director, National Office Furniture Association 


° Chicago 4, Illinois 
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To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING ¢ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 




















e) 


EPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


178 





simultaneously by closed circuit tele- 
vision to any number of different desired 
lists which can be produced on high speed 
photographie printers. All lists are made 
during one pass of the card and without 
the necessity of out-sorting the card 
from the file. 


LARGE SHEET FILE 
Seott-Rice Co., 610 S. Main, Tulsa 3, 
Okla., makes a less expensive model of 
their Tubefile for filing maps and large 
drawings where only the convenience of 
immediately accessible storage, not fire- 


proof storage, is desired. This model 
combines all the features of Scott-Rice 
Tubefiles in a steel cabinet which lock 
and accommodates drawings, tracings, 
etc., up to 60” wide in its indexed tubes. 
Full information from above address. 


CORRECTION 
The description of the new stencil du- 
plicator of Roneo Div., Addo Machine 
Co., 145 West 57th St., New York 19, N. 
Y., which appeared on page 100 of the 
February issue of THE OFFICE, con- 
tained an incorrect address. 

dress is correct. 


Above ad- 
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THE NEW ATLAS DOUBLE HANGER 


for 
GESTETNER AND RONEO STENCILS 


"539 ae ot CATORS 
The Atlas DGR tug type hanger is especiall designed 
for foreign heading stencils. Similar in design to the 
Atias DSH stencil hanger which has been proven best 
through years of efficient service. Files two stencils to 
each hanger. Use Atlas indexes for quick efficient 
identifying of all filed material. 


The DGR Hanger may be filed in ali standard 
Atlas files. 


The DELUXE MODEL 


2514" high, 13” wide 
and 26” deep 


May be equipped with 
DGR Hangers for foreigr 
heading stencils, OSH 
Hangers for 

stencils, PSC 

clip) Hangers, 
Hangers for serrated edge 
offset plates or Nega- 
Pilate Hangers for offset 
plate and negative, 


Write for information on the complete line of Atlas 
Vertical Filing Cabinets and Hangers. 


ATLAS STENCIL FILES CORP., 16728 WESTFIELD AVENUE, CLEVELAND 10, OHIO 





GO PLACES with Walden Roberts Enonanrs 


SUPERB AS 
SWITZERLAND'S MATTERHORN 


The Swiss respect their superlatives. 
They specify Weldon Roberts Erasers, as 
do users the world over—to Correct 
Mistakes in Any Language —to assure 
uniformly superb erasing of all writing 
by hand and by business machines. 


Weldon Roberts uniformity, quality and 
versatility will save time, ease work, 
gratify everyone in your office. Describe 
your erasing requirements to your deal- 
er; ask him to recommend exactly-suited 
Weldon Roberts Eraser styles and tex- 


Correct Mistakes in Any Language 


Swiss National 
Travel Office Photo 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


JET ERASER. Cylindrical stick eraser of finest 
rubber, encased in attractive, transparent plastic 
holder, Red rubber for pencil erasing; gray rubber 
for erasing typewriter and ink. Pocket clip style for 
general use, Brush Whisk style for typists. 
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of the Office 





NOMA Conference Speakers 


Three prominent management authori- 
ties who will address the National Office 
Management Assn. 35th International 
Conference were announced by John W. 
Dameron, St. Louis Public Service, chair- 
man of the program committee: Jack C. 
Staehle, director of industrial relations 
for Aldens, Inc., Chicago; Dr. Cylvia A. 
Sorkin, management consultant and em- 
ployment counselor, of St. Louis 
Chicago; Walter Reilman, manager of 
management services, Ernst & Ernst, St. 
Louis. Supplemented by a mammoth 
business equipment exposition, the con- 
ference will take place at the Jefferson 
Hotel and Kiel Auditorium in St. Louis, 
May 23-26. Mr. Dameron anticipates a 
record-breaking registration of 1,800, 
both members and non-members, from all 
parts of the U. 8. and Canada, as well 
as other nations. The central location 
will make travel easy for almost all dele- 
gates and present business conditions 
have increased the need for higher office 
production at lower cost. ‘‘The tighten- 
ing economy forecast for the future,’’ he 


commented, ‘‘indicates that office man- 
agers will be operate in a 


and 


forced to 
climate unknown to them for more than a 
decade.’’ 


Armstrong Tire Office Manager 


Armstrong Rubber Co., West Haven, 
Conn., announced appointment of Charles 
A. Jensen as credit and office manager 
for their San Francisco sales office. Mr. 
Jensen was for eight years credit man- 
ager on the Pacific Coast for Russell Mfg. 
Co. and for 14 years divisional credit 
manager of General Petroleum Corp. 
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Worker-Benefits Conference 

A complete analysis of group benefit 
plans from the user company’s viewpoint 
will be presented at a special conference 
on employee benefits by American Man- 
agement Assn., March 18-19 at the Hotel 
Roosevelt, New York. Twelve speakers 
will outline and comment on group in- 
surance and retirement programs. There 
will be an exhibit of employee benefit 
literature and forms. 


Prizes for Offset Users 


Owners or operators of offset duplica- 
tors have a chance to win a 1954 Mercury 
first price, $500 second prize or one of 
ten $100 cash prizes in a contest for 
which free entry blanks and rules can 
be had by writing to Minnesota Mining 
& Mfg. Co., Dept. 0-34, St. Paul 6, Minn. 
Anyone employed in or associated with 
an offset duplicating department can en- 
ter. 


360 Certified Secretaries 


There are now 360 Certified Profes- 
sional Secretaries in the U. S., an in- 
crease of almost 100% over the 1953 total 
according to the National Secretaries 
Assn. Figures are based on results of 
the third annual CPS examination. This 
year, for the first time, one man received 
the CPS rating. Registration for the 
next test closes June 15. For applica- 
tion, write National Secretaries Assn., 
25 East 12th St., Kansas City 6E, Mo. 


Mosler Controller 


Appointment of John E. Hampel as 
controller of Mosler Safe Co. was an- 
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VARI-TYPER 


the modern, economical way to ‘set’ 


PRINTER’S STYLE TYPE 


There’s a Vari-Typer model 
to meet every printing and 
mimeographing need....from 

offset a diane flyer to a 
complete catalogue, book- 
let, or complicated business 
forms. Hundreds of instant- 
ly changeable printer-style 
type faces plus automati- 
cally evened left and right 
margins make your printing 
and mimeographing look like 
printer-set jobs. Your own 
office typist operates Vari- 
Typer with ease! 


é 


ay 


ante cuneeneneneet 


..or any other 
duplicating 
method. 


720 Frelinghuysen Avenue 
Newark 5, New Jersey 


Please send Vari-Typer Booklet 352. | 


RALPH C. COXHEAD CORP. | 


Body copy produced on the 
Composomatic Model. Heads 
set on the Coxbeadliner, 





DEMAND DOLLAR FOR DOLLAR VALUE 


BUY VUL-COF. roe 


‘“ 
The National Zuality Waste Basket 


This suggestion isn’t made without 
sound reason. The VUL-COT line has 
so much more to offer. VUL-COT 
construction is hard vulcanized 

fibre providing a handsome finish. 

It’s extremely durable, light in weight, 
easy to clean and handle. 


You buy these features when you buy VUL-COT 


Color is an integral part of the fibre—it can't chip, 
wear-off, mar or stain furniture or clothing. 


Double rolled top won't break, loosen, or fray. 
Remains smooth and round for the life of the basket. 


Exclusive bonded seam construction adds 
strength and provides a permanent leak-proof seal. 


Available in 5 basic models—in a variety 
of sizes. 


VUL-COTS are guaranteed not to crack—splinter 
—dent—rust—or corrode. 


If you buy waste-baskets 

—BUY VUL-COT. You'll 

buy sounder value because 

VUL-COT is a better prod- 

uct —all-ways. Available 

nationally at Stationers and 2 

School Supply Houses 

everywhere. Write direct Gi) NATIONAL 
for catalog price sheet. \ VULCANIZED FIBRE CoO. 
Dept. R-3. WILMINGTON 99, DELAWARE 
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nounced by Martin 8S. Coleman, vice 
president and treasurer. Mr. Hampel 
joined Mosler in 1952 as chief accountant 
at the Hamilton, Ohio, plant. 


AMA Appointments 

Frederic LE. Pamp 
Jr., was appointed 
manager of the gen- 
eral management 
division of Amer- 
ican Management 
Assn. and will be 
responsible for pro- 
gram planning of 
conferences and 
seminars on general 
management sub- 
jects Mr. Pamp will continue to be re- 
sponsible for conference and seminar 
planning in the finance and office man- 
agement divisions. He came to the AMA 
staff two years ago from the Samuel H. 
Kress Foundation where he was 
sistant to the executive director. Earlier 
he taught English at the University of 
Chieago and at Smith College. 

James M. Black was appointed man- 
ager of AMA’s personnel division and 
will be responsible for program planning 
of conferences and seminars in the per- 
sonnel field. Mr. Black came to AMA 
from Associated Industries of Cleveland 
where he was director of public relations. 


3M Office Managers 


Harold F. Larson was appointed gen 
eral office manager for Minnesota Min- 
ing & Mfg. Co. He will be responsible 
for all office management functions for 
the parent company and _ its 
subsidiaries. E. G. Ziegler is 
of automatic business machines and fac- 
tory offices. Clarence C. Cayou is manager 
of office services. Maurice E. Nordean is 
office manager of the Seattle sales branch. 


Hume Joins P.M.M. & Co. 

Michael A. C., Hume has joined the 
management controls department of the 
New York office of Peat, Marwick, 
Mitchell & Co., it was announced by 
Frank Wallace, partner in charge of that 


Frederic E, Pamp Jr. 


as- 


domestic 
manager 
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ERASERSTIK is a 
sweetheart .....-. 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERaASERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 


FABER: 
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SAFEGUARD check Signer... 


at such a low price nobody can 
afford not to own this time 
saver. 


A positive action for all business. Clearly im- 
pressed personalized signature eliminates 
payroll drudgery with Safeguard speed and 
efficiency. 


MANUFACTURERS OF CHECKWRITING EQUIPMENT 


Safeguard Corp. — tanspate, pa. 











If your office isn’t a “one typewriter” office, 
it shouldn’t be a “one scale’ office either, 
or your mailing costs will be too high. To 
# save loss of time (and money), confusion, 
| return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
purpose—the new one pound accurate 
hy yt hy oll N-1 PRINCESS showing exact postage 
—for all classes including for first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 lb. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail 
including parcel post by zones—larger A-Line Scales with ca- 
pacities up to 50 Ibs., for shipping rooms. 
To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


N-1 Princess only 4” 
high 1 Ib. by 1 oz. 
$2.95 list 


1236 Chicago Avenue 


PELOUZE MANUFACTURING CO. coo nine 
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activity. Mr. Hume has specialized in 
management controls and systems work 
in the accounting field for the last eight 
years. For two years he was chairman of 
the committee on accounting machinery 
of the N. Y. State Society of Certified 
Public Accountants and he served as 
director of education for the New York 
Chapter of National Assn. of Cost Ac- 
countants. 


Western Computer Conference 


The fourth west coast computer con- 
ference was held in Los Angeles last 
month, sponsored by American Institute 
of Electrical Engineers, Institute of 
Radio Engineers and Assn. for Comput- 
ing Machinery. 


NABAC Wars on Bank Fraud 


‘*Seventeen projects were completed 
during 1953 by the zommittees which 
form the Technical Division of National 
Assn. of Bank Auditors & Controllers,’’ 
according to Robert H. Shepler, Ist vice 
president in charge of technical division 
activities. Mr. Shepler is vice president 
and cashier of Denver National Bank. 
Among the completed projects in 
NABAC’s 1953 offensive on bank fraud 
was the distribution of the pocket-sized 
audit questionnaire directly to the boards 
of directors of all banks in the country. 
‘‘The Audit Schedule for Smaller Sav- 
ings Banks’’ is one of four books in an 
Anti-Fraud Kit offered to all banks. The 
others are ‘‘ Audit Program for Smaller 
Banks’’, ‘‘Audit Schedule Control 
Book’’ and ‘‘ Audit Aids for Small and 
Moderate Sized Banks’’, For copies 
write NABAC at 38 8S. Dearborn St., 
Chicago 3. 


Incentive Pay 


(Continued from page 88) 


but by no means least common sense and 
judgment. Thought must also be given 
to what a job is worth and the salary 
appropriate to performance. Success 
of the program will depend, too, on how 
well it is presented to the employees. 

We recommend clear and forthright 
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1875-1954 
The First Eradicator Ever Made 


BEST BY TEST © STILL THE FIRST 
ORDER DIRECT FROM 
COLLINS-BENTON CO., INC. 





200 Washington St., Hoboken, N. J. 











FREE DESIGN 
FREE PROOFS 


REE DIE. 
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berry 


801 SO. 201H STREET - BIRMINGHAM 5, ALABAMA 


Americo’s Largest Engraver of F e Stationer 
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If you have a copy of 
LA OFICINA 1953 


will you do us a favor and send it to 
us? Our supply is completely ex 
hausted. If you send us a 1953 copy, 
we will mail the 1954 edition to you as 
soon as it is printed. 


OFFICE PUBLICATIONS CO. 
270 Madison Ave., New York 16, N. Y. 








EX P.O0ORT 
tele] 4.444 gi. [c/ 


MACHINES 


oy.) Rodi) ge] 4 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service 


Richard Gibian 


128 LAFAYETTE STREET 
NEW YORK 13,.N. Y. 


Cables; “ERGIBIAN."’ Telephone: WOrth 6-2370 














Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 





AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


“ug 
fos] 


A 
oe 
a 


Nlliin 


‘ 


: CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 
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presentation of the schedules. New ap- 


| plicants are told before they are hired 


by Government Employees Insurance 
Co. how production schedules and salary 


| increases are tied up with individual 
| output. 
| clerk is given a complete understanding 
| by her manager of what a production 
| schedule signifies for her. 


After being hired, a typist or 


Our experience has been that produc- 
tion schedules are workable only on jobs 
requiring full-time attention. The pay 
plan cannot be applied to a job that is 
broken into diversified duties requiring 
mental and physical transition on the 
part of an employee. Nor is the produc- 
tion program effective where consistently 
there are peaks and valleys of produc- 
tion within a week’s work, where volume 
may be high three days and low two 
days, for you cannot penalize employees 
with reduced pay rates when you have 
no work to give them. We project the 
rate of earnings when two or three hours 
of slump occur, and an employee is 
placed on miscellaneous jobs. However, 
doing this on an extensive scale would 
be unprofitable. 

Based on our experience and subject 
to the limitations mentioned, we give 
the production schedule type of incen- 
tive pay plan for clerical help unquali- 
fied recommendation. The benefits it 
has brought both company and em- 
ployees give ample proof of the sound- 
ness and workability of the plan. 


Abaci and Adding 
Machines Tried in 
Wisconsin Schools 


BACI and adding machines are 
A arithmetic teaching tools in an ex- 

periment in Milwaukee city and 
county public and parochial schools, 
sponsored by Burroughs Corp. and di- 
rected by Dr. Andrew F. Schott of Wis- 
consin State College, Milwaukee. The 
experiment is the culmination of three 
years exploratory work by Dr. Schott 
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Get 20% more Filing 7 
Space per Drawer with 
NORTHWEST "Vv" 
EXPANDING FILES 











¥és sir, 4 Northwest 
"Vv" expanding file 

drawers have the equi- 

valent in “‘work- 

able capacity” 

of 5 conven- 

tional files with 

rigid fronts. 


Letters can be 
easily removed 
—and replaced without 
touching the followers. 
Drawer contents are 
tightly compressed 
when drawer front is 
swung closed. File 
clerks everywhere like 
them, for they're time- 
savers and reduce fil- 
we fatigue. Made in 2, 

4 and 5 drawer models. 
detatls. IMMEDIATE DELIVERY. 


NORTHWEST METAL/PRODUCTS CO. 


1337 E. Mason $t., Dept. O, Green Bay, Wis. 


Write for complete 


STEEL PERSONAL FILE 
Everybody needs one for important papers like 
receipts, bonds, certificates, credentials, etc. 


File No. 442 is made of 
heavy steel in gray ham- 
merloid finish. Equipped 

» with key and strong 

Block that stays closed. 
Inside are 
folders, alphabetical, 
monthly and blank. Size 
10 x 12'/ x 5%" 


letter - size 


File No. 445 similar to above but has locked 
compartment in lid with heavy envelopes for 
bonds, wills, etc. 
Finished in craftsman copper color. 


insurance policies, stocks, 


All files individually boxed; 
packed 6 to carton. 


Get at Dealers or write 
for Prices and Discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 





A—Total dial. B—Handle to clear total. C—Stylus 


pencil. D—Touch this bar to clear checking dial and 
reset keyboard. E—Checking dial, equal to tape for 
checking each item. F—Add and subtract lever. 

Just set up the amount. No handle to pull—no 
paper or ribbons to buy. Precision built of steel, 
aluminum and brass to last a business lifetime. 


EXCLUSIVE FRANCHISE—TOP DISCOUNT 
Ask for Calculator and Other New Advertising. 
OFFICE APPLIANCE COMPANY 
159 New Montgomery St., San Francisco 5, Calif. 


Standard Copyholder 


Inches 


Comes 
with 
three 
attach- 
ments 


$8.85 


: Delivered 
Grey or Black 


Meets every typing need, including legal and 

billing work. Fits any size book or page. Steel 

construction. Increases efficiency and elim- 

inates eyestrain. None better at any price. 
See Your Dealer or Write: 


STANDARD COPYHOLDER 
SALES & DIST. CO., Dept. 10, 


3145 Perlita Avenue 
Los Angeles 39, California 


THe Orrice—March, 1954 











Milwaukee school pupils try out an adding 
machine and a Figuraid abacus in the experi- 
mental project introduced last month. 


in new and more effective methods of 
teaching arithmetic. It is being carried 
out in seven public, Catholic, Lutheran, 
elementary, junior and_ senior high 
schools with 1,500 students and 30 
teachers taking part. Burroughs initi- 
ally will provide $30,000 in machines for 
the experiment. 

Dr. Russell L. Moberly, director of 
Marquette University’s Business Man- 
agement Center, will cooperate with Dr. 
Schott in certain phases of the project. 
The computational and statistical work 
will be done under the supervision of 
Dr. John P. Malloy, director, Marquette 
Guidance Center. 

A new type of abacus, to be pro- 
vided by Burroughs, and a standard 
Burroughs manual adding machine will 
be used. The abacus will be available 
to every student in selected first, second 
and third grades. Children will learn 
to assemble the abacus and to use it 
both as a counting device and as a learn- 
ing aid in the fundamentals of arith- 
metic, as well as in establishing mathe- 
matical concepts of quantity. The add- 
ing machines will be made available to 
the intermediate, junior high and senior 
high school classes, so that there will 
be one machine per pupil available for 
arithmetic classes on a plan of sharing 
worked out by the teachers within the 
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DELUXE ALL LEATHER 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
_—— Rooms, ~— 
trong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 








STOCK & STANDARD 
FORMS realistically priced! 





} Made in 7 heights—3 widths. 
/Send for Circular 53-0 and 
NEW 
100 PAGE 
JUDSON FORMPRINT, Inc. 
"authority on paper work" 


1. D. COTTERMAN, Mfr. 
i. R FE FE CATALOG 
DEPT. A, ANN ARBOR, MICH. 





Autocopy Master Sets 
PLAIN OR PRINTED 

For all Direct Process Spirit Duplicators— 
AUTOCOPY offers the most perfect combina- 
tion of Spirit carbon formula and Master paper 
to be had. Master sets provide perfect regis- 
tration without collating. No time lost insert- 
ing carbons. No smudged fingers. 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N. Y. 











CASH REGISTER 


NEW ADDRESS 


ional Cash Register & Parts Co. 


EVERGREEN ST MT. PROSPECT, iLL 


circumstances found in each school. For 
students with special interests and apti- 
tudes, calculating machines will be made 
available. As planned, the use of adding 
machines is to begin the fourth grade. 

Various types of evaluative pro- 
cedures will be used, including achieve- 
ment and diagnostic tests at the begin- 
ning and end of the experimental period, 
to determine the improvement in arith- 
metic learnings of the classes as a whole, 
as well as of individuals within the 
classes. In addition, the will 
take carefully planned field trips to 
business organizations where calculators 
and other office machines involving num- 
bers are used and where the children 
can see the important part numbers 
play in earning a living. 

The project began early in January 
with a series of workshops for partici- 
pating teachers who were instructed in 
the mechanical operation of the teaching 
aids and in their application to teaching 
and learning the fundamental processes 
of arithmetic. Each teacher studies the 
particular arithmetic textbook she is 
using to gain experience in the use and 
application of the teaching tools. 

Teacher-student guidebooks on the 


classes 


Teachers at St. Robert's School, Milwaukee, 
learn techniques for the application of adding 
| machines and abaci as tools for teaching 
| arithmetic. In the background is Dr. Andrew 
F. Schott of Wisconsin State College who 
originated the system which is being tried in 
seven public and parochial schools. 
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by using 
Evans SPEEDY JOGGER 


with Evans 


GATHERING RACKS 








@ 3,500 sheets PLUS now gathered by one 

worker in one hour from Evans Gathering Rack 

fitted with the ingenious Jogger. Slips into 

place at end of any TU Rack. As worker 

gathers sheets, sets are dropped criss-cross PICTURED: !2-section TU Rack with Jogger. 
into Jogger. As hand lifts forward for more Rack is pg ot ger ner 0” Oe to — 
gathering, the handle is tapped—and sheets enw: ing + gpl se oe Mg 6. 12 or 18 
jog together into neat sets ready for removal. sections). 


@ Jogger and Racks are aluminum. Each Evans Gathering Racks are GUARANTEED to 
. duc UICKER and MORE ACCURATE 
section holds 500 sheets at angle. Racks Pou he as chet collate Gh on Mb 


collapse for setting aside. market. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 
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Designed for Homes or Busi- 
Establishments. Offering 
dependable security. All safes 
tubular in construction. 


Model A Safe. Approx. 750 
cubic inches of vault space. 


| 2 compartments, separate keys. 


| Model B Safe. Approx. 750 cubic 
inches ef vault space. Single com- 
| partment. 


| Priced to appeal to your customers 


y H 


and give you a sound profit. 
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2472 Third Street, San Francisco 7, Calif. 
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B SPECIAL OFFERING 








$3.00 postpaid. 'A rich source of practical help 
and inspiration. Make your ads more persuasive 
—printed matter more attractive. Thousands in 
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day art, etc. ost complete service in U.S. 
Free descriptive bookiet 
A. ARCHBOLD, Publisher 
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Easiest way to file and find maps, blue prints, 
tracings. Metal cabinet file with locking doors, 
112 tilting tubes handle 60” prints. Tubes 
are indexed for quick location. Only $187.50 


PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 
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OFFICE MACHINES 


Complete Selection of 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 


Write Dept. W. 


Send for our 
special price 





INTERNATIONAL OFFICE APPLIANCES, INC 
326 Broadway, N.Y.7,N.Y HAnover 2-6700 
Cable ‘‘ADDBOOKAL”’ 
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mechanies of the abacus and the adding 
machine are being written for use dur- 
ing the experiment. Additional as- 
sistanee will be available at all times to 
provide counsel to those participating, 
to help wherever and whenever neces- 
sary and to plan and coordinate at levels 
beyond the reach and available time of 
the teachers. 

Purposes of the experiment are: (1) 
To help teachers achieve a better under- 
standing of arithmetic teaching. (2) 
To make the teacher’s job easier and less 
tedious. (3) To help students under- 
stand the fundamentals of arithmetic 
and its application to their lives and to 
the business from which their families 
obtain their incomes. (4) To make the 
learning of arithmetic less tedious for 
the students. (5) To methodize the use 
of machines in teaching arithmetic. (6) 
To help teachers understand diagnostic, 
remedial and evaluative processes in 
arithmetic. (7) To help parents and the 
public appreciate the schools’ efforts to 
foster skills in arithmetic. (8) To give 
status to teachers willing to experiment 
with new tools and new methods. 

Dr. Schott said, as a prediction from 
past experiences, that “all those who 
participate will know more about num- 
ber and arithmetic processes, and the 
teachers who participate will know more 
about the teaching of arithmetic than 
they do now. This result alone will 
justify the execution of the experiment.” 


Erie’s Office Building 


(Continued from page 94) 


dows. The latter are all aluminum sash 
including the lobby elevation, and vene- 
tian blinds are used extensively. Several 
small glass block windows are in the en- 
gineering and drafting room. 

In relation to the radiant heating in- 
stallation, all five zones are thermostati- 
cally controlled by a modern Modutrol 
installation and circulating equipment. 
Celotex insulation was placed around 
foundations proper to better hold tem- 
peratures inside the building. Asphalt 
tile is used throughout offices with the 
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MASO’S NEW 
STEEL CHAIR SUITE 


Has all Those 

Sure-Fire Sales Features 

Your Customer Wants! 

*% Looks y Comfort 
Efficiency & Durability 


No. 1050 
Desk Side 
Arm Chair 


hi * a 
No. 1005 
Matching 

Secretarial 

Posture Chairs 


No. 1000 
Matching Swivel 
Arm Chair For 

Executives 


Meets Every Demand! 


The streamlined beauty of the Swivel Arm 
Chair meets the most exacting demands of 
the working executive. Denotes the execu- 
tive status and blends in with any modern 
office setting. Adjustments of the chair to 
the individual are made quick and easy. 


Open arms and backrest assure cooler seat- 
ing comfort. Scientifically padded spring 
cushion seat assures less seating fatigue, 
day long working efficiency. Wide choice of 
fabrics for seat and backrest. Desk Side 
Arm Chair and Secretarial Posture Chair 
are perfect matches, All are top quality 
throughout built of top quality materials. 


Write for Literature — Dealer Set-Up 


MASO STEEL PRODUCTS 


Dept. O 53 W. Jackson Blvd. Chicago 4 Ill 








0] \| || 
r oe 


ADDING LISTING MACHINE 


VUMERIA 


FULL KEYBOARD CALCULATOR 


sey to FABBRICA ADDIZIONATRICE ITALIANA s a 


Viale UMBRIA 36 micano start 





Washrooms of Erie Enameling Co. have 


porcelain enameled wall panels and trim 
throughout. 

idea of better conduction of the radiant 

heat. 

H. R. Spencer, company president, 
has a private office featuring flat-cut 
oak walls and a heavy timbered mantle 
over a fireplace with a _ porcelain- 
enameled hearth containing signatures 
of firm personnel burned in. 


~“§P2ED-£5Z"— 


LABEL SETS 


Faster 
Better 











Cost Less 
For Addressing 





ONE TYPING MAKES 4 COPIES OF YOUR 
AILING LIST. Check these advantages: 

Specety padded for easy machine insertion. 
Thumb-tabbed for quick removal of carbons. 

. Non-smudge carbons give better copies. 

. Pinhole perforation allows neat separation. 

. Fine, pure white, first quality paper. 

. Gummed to stick—and stay on. 


A PRICE THAT'S HARD TO BEAT! 
Also Address Labels without Carbons. 
Write for free sample and low quantity prices. 








ERIA spPeEeD LABELS 


47- West St., New York 6, WN. Y. 
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Visitors might note what appears to 
be heating louvres on duct work through 
the building. In reality these are access 
doors to the duct work containing wir- 
ing. This provision aids maintenance 
while allowing air circulation that will 
prolong the life of wiring. 

While the porcelain enameled exterior 
walls are novel and practical enough in 
themselves, this feature is extenuated in 
having porcelain enameled window sills 
throughout the building. Lavatories have 
poreelain enameled wall panels and trim 
throughout, one of the very few such 


installations in the country. These fac- 
tors provide lifetime surface care with- 
out refinishing problems. 

Other features include ceiling insula- 
tion as well as acoustical paneling, 
fluorescent lighting, an Erie-engineered 
sprinkler system, a new type hard plas- 
ter finish throughout and steel doors. A 
study was made to assure efficient plan- 
ning and an Executone intercommunica- 
tion system wired throughout the office 
with key personnel having from 6 to 12 
connections with others throughout the 
entire plant and office. 





Better because this Pitney-Bowes Mailing 
Scale has an automatic pendulum mechanism 


that’s fast-acting, yet extremely accurate, 


absolutely reliable—won’t waste postage by 
overweighing, or embarrass you by sending 


letters out with insufficient postage. 


Better because its hairline indicator never 
wavers, shows the exact weight. The wide-spaced 
markings are easy to read, save time and 
postage in mailing... Also available, special 
models for parcel post. Ask the nearest 
PB office to show you. Or send for free 
illustrated booklet. 





FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES 
Mailing Scales 


” PITNEY-BOWES, INC. 
3485 PacificSt.,Stamford, Conn. 


Originators of the postage meter 
... Offices in 93 cities 
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the Industry 





Ditto Promotions 


Ditto, Ine. an- 
nounced the promo 
tion of L. A. Wat 
kins, C. E. Snow 
and §. J. Burk. L. 
A. Watkins, form- 
erly general sales 
manager, was pro- 
moted to vice presi 
dent in charge of 
domestic sales. He 
started as a sales 
man in the Toronto office in 1935, ad- 
vanced to manager of the Hamilton office 
in 1937 and was made general manager 
of Ditto of Canada, Ltd. in 1945. A year 
later he became vice president and gen- 
eral manager and, in 1952, general sales 
manager. 


L. A. Watkins 


C. E. Snow was elected viee president 
of Ditto Press, Inc., the company’s large 
forms printing division in Cincinnati. 
He has been with Ditto Press since 1950 
when he took over the assignment of 
assistant general manager. The follow- 
ing year he was made general manager, a 
position he held until his recent promo- 
tion to vice president. 

S. J. Burk was named vice president 
of Ditto of Canada, Ltd., the company’s 
Canadian Division. He started with 
Ditto of Canada in 1949 as controller and 
advanced to general manager in 1952 
when Mr. Watkins moved to Ditto’s Chi- 
eago headquarters. 


NOFA Banquet Speaker 


George V. Denny Jr., whose name is 
symbolic of the principles of free speech 
and thought, will be the banquet speaker 


196 


at the annual convention of National Of 
fice Furniture Assn., May 10 in the Hotel 
Sherman, Chicago. Mr. Denny 
moderator of America’s Town Meeting of 
the Air for 17 years, and president of 
New York’s Town Hall. In 1949 he 
toured the world with 26 American 
leaders to show others how Americans use 
the freedom of speech. 


was 


McCaskey Products Sales Manager 

Ernest  Hime- 
bauch of Victor 
Adding Machine 
Co. was named sales 
manager of the 
Commercial  Prod- 
ucts Division of its 
McCaskey Register 
Division in Alli- 
ance, Ohio, accord- 
ing to A. F. Bake- 
well, president. Mr. 
Himebauch is well known in the business 
machine industry for his many years’ 
service with Victor and especially for his 
efforts in developing the mass market 
for Victor adding machines. As director 
of Victor’s Champion sales department 
the past three years, he has seen the 
dealer force grow from nothing to an 
active organization of over 4,000 non- 
exclusive representatives. Fred Hime- 
bauch, his father, is southern regional 
manager and a brother, Vernon, is De- 
troit branch manager. 


Ernest Himebauch 


Royal Appointments 

D. B. Starrett, vice president, Royal 
Typewriters Co., announced that W. W. 
Pennels, former Chicago district man- 
ager, takes over the important responsi- 
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MERCURY PRODUCTS 


cut those production costs 











ines 
rinting machen” 
p 


RO 
MERCURYETD 


H ROL 
MERCURY-GRAP ting mo 


lica 
for multigroP? dup! 


These rollers and blankets pay for themselves over and over in 
your duplicator department. They provide important savings in 
paper spoilage and waste of ink . . . Cut time for press adjustment 
and wash-up . . . Provide superior mileage, big savings on replace- 
ment costs. Order MERCURY and be convinced. 


RAPID ROLLER CO. rederat at 26th St., Chicago 16, Ill. 
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's why it’s first choice 
ength—for efficiency, economy 


) If you’re looking for a 
stand to safely hold and 
protect your costly office 
machines, buy Tiffany. 
You'll find Tiffany stands 
every test...it’s the one 
) stand that is precision- 
), built to provide a safe 
| foundation for practi- 
cally every type and 
kind of portable office 
machine. 

A Tiffany Stand, with its 
many safe, silent, strong 


| features, lasts longer... 


actually costs less per 


" year of service. 


Model 
“S-Biller” 
7350 FORSYTH 
ST. LOUIS 5, MO. At Better Stores .. 
Write for Literature 
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At a 10-day sales meeting of Friden Calculating Machine Co. at San Leandro, Calif. 

L. to r., C. L. Haig, executive sales assistant; L. B. Taylor, vice president; Kenneth C. Hedeen, 

sales promotion manager; Frank B. Morrison, eastein manager; Grant Drummond, east central 

manager; John M. Lund, chairman executive committee; Henry G. Rumsfield, west central 
manager; H. E. Williamson, Los Angeles manager. 


bilities of sales training manager. He Appointing Dealers Here 
will be assisted by W. K. Boulton who aa eet ae 
will serve as product analyst. : : aad 

J. D. Farr, Royal oftice machine sales president of a firm 
manager, announced the elevation of C. 
D. Sparwasser to Great Lakes regional 100 years before Co- 
sales manager. V. A. Hart is Chicago lumbus_ discovered 
manager. J. O. Wesley is manager at America, arrived 
Baltimore. M, A. Curry is San Antonio last month for a 


formed more than 


manager. tour of its Amer- 

W. H. Beckwith, Royal portable sales ican sales operation. 
manager, has named Gilbert C. Sheen as Mr. Dencker is 
portable district representative at New president of A. B. 
Orleans for the Texas gulf coast, Louisi- Atvidabergs Indus- 
ana, Mississippi and Alabama. trier, Sweden, manufacturers of Facit 10 


Rolf Dencker 


Committee for the 
National Office Ma- 
chine Dealers Assn. 
Convention & Trade 
Exhibit in St. Louis, 
June 20-23: N. H. 
Von Soosten, M. F. 
Von Brocken, Ellwood 
Overholzer, L. H. 
Coleman, M. H. 
Klemsch, Helen 
Goehler, William 
Simpkins, H. A. 
Steger, Walter Sar- 
win, J. J. Burke, 
Robert Gruener, 
Charles Taylor, Louis 
Belcher, Joseph Zoll- 
mann, H. C. Von 
Brocken. 
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key Caleulators, Odhner Adding Ma- 
chines and Halda Typewriters. The 
Swedish firm, one of the biggest office 


Ying. pencil -NeavY ink machine names in the European industry, 


is establishing dealers throughout the 


Vanish quickly AS a wink. U. S., Alaska and Hawaii. They have 


distribution in 102 countries and last 


“ , year did an export business in excess of 
os ALWAYS POINTED $22,000,000. Erik A. Ohlsson, president 


\ 
v EE AND CLEAN of Facit, is accompanying Mr. Dencker 


BY Fa = on the tour. Dealers can obtain informa- 


a tion on this line by writing to Faeit, Inc., 
ps NN J Dept. OF, 500 Fifth Ave., New York 36. 
ad 4 4 “e 
- A +: Rex-Rotary Field Manager 
{ey Leslie J. Chris- ie 
tiansen has been 
, ° } 
WHI LILI OLA appointed field man- 
qe a rs y 4 ' ager for Rex-Rotary 
Distributing Corp. 
PAPER WRAPPED and is covering the 


E RAS E 4 > west and southwest. 





He was formerly 
ELL PENCIL CO. BETHAYRES, PA sales manager for 
Rex-O-Graph, Ine. us 
and prior to World Leslie J. Christiansen 
Il was with Remington Rand Ine. 





CLIX 


1-HOLE 
CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 

all 3 holes for 3-ring binder sheets at a single punch for indi- 

squeeze. No adjustments to make, no gauges viduals, home, 

to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 14" hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 
MODEL 3..Punches 3 holes _— : pose wae Oye moar 
ac° dle. epaced 414" on con- = isplay carton. 60 cent list. 
ters, 4%" from back binding 

edge — standard spacing ‘gaat ast 

11" x 814" sheets. PER PUNCH | 





MODEL 100... Punches \’ 
hole, 4%" from binding edge. 


Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP.— HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 


9 
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Jewett Joins Pitney-Bowes 

Richard K. Jewett, former member of 
the headquarters staff of the 
National 
Bowes, Ine., as supervisor of advertising 
production, Frederick Bowes Jr., direc- 
tor of public relations and advertising, 


Assn. of 
Advertisers, has joined Pitney- 


announced, Mr. Jewett succeeds Alexan- 
der Flandreau who resigned to beconie 
sales promotion manager of the Winches- 
ter Repeating Arms division of Olin In 
dustries. Formerly assistant to ANA’s 
vice president in charge of media and 
research, Mr. had three 
years as secretary of its committees on 


Jewett served 
advertising research, newspapers, display, 
radio and television. He was previously 
with J. Walter Thompson Co. 


Bostitch Contest Winners 

Bostitch, Inc., announced the follow- 
ing winners in its $15,000 Prize Contest 
for stationers and their salespeople: Ist. 
E. A. Brotherton, Brotherton’s, Lewiston, 


Idaho; 2nd, James I. Lowe, Yakes Office | 


Fortune Peter Ryan (left), president, Royal 
Typewriter Co., presents a silver tray to Julius 
Schillinger, company coordinator of quality 
control and design, in honor of a double 
birthday celebration: 50th anniversary of 
Royal Typewriter and Mr, Schillinger's half- 
century with Royal. Royal presented medal- 
lion key rings to every employe in 87 branches 
in the U.S.; Hartford, Conn., Montreal, Que. 
and Leyden, Holland, factories, and all offices 
throughout the world. 
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(= PROFITABLE} 
FRANCHISES AVAILABLE 


Own your own business. Operate a 
temporary help service with our help. 
We operate coast to coast—29 ofhces. 
Modest funds required for operating 
capital. Franchises available in cities 
under 300,000 population. Be a part of 
nation’s largest temporary help service. 
Step into a profitable business of your 
own by writing: 
MISS WARREN 











330 W. Kilbourn Ave., Milwaukee 3, Wis. 











WHEN YOU BUY OFFICE FURNITURE 
Specity Desks by Emperial 


ASK YOUR DEALER 


DESK CO. 
Evoasville, indiana 








“SLIP-ON” LABEL HOLDER 





$O-1 For I"' Ring Books, 25c ea. 
S$O-2 For 2"' Ring Books, 35c ea 
$O-1'/2 For 1'/2"' Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


lators,’’ This month's 
special LA5-160, 
LA 5-200, 100% Re- 
built. 


ISRAEL MEIZNER 
Mercury Business Machines Co.. Inc. 


900 Broodwoy (Corner 20th St.) New York 3 


GRamercy 7-0055 





End the Wraps 
Problem! 


Keeps Wraps 
Aired, Dry and 


tte 1 
in press 


Now private or 

small offices can 

keep wraps in a 

convenient and or- 
derly manner... with each coat on a 
hanger held apart from all others; each 
hat on its ventilated hat space; umbrellas 
in a built-in stand and overshoes off the 
floor. With an Office Valet there is no 
“piling on”, no crushing, no danger of 
tipping over. It will accommodate 6 peo- 
ple efficiently, graciously, on less than 2 
sq. ft. of floor space. 


Sturdily built of welded furniture steel 
finished in modern baked enamel and 
smart in line, it is an efficient answer to 
the wraps problem in offices, stores, res- 
taurants, homes—wherever people gather. 


Other units 
of any length 
or capacity. 
Write for 
Bulletin 
OV-10 
VOGEL-PETERSON CO. 


w 47 5 . Chicago 9 Hi 


Supply Co., Grand Rapids, Mich.; 4rd. 
Frances Walker, The Times, Brevard, 
N. CC. Many $25 fourth prizes were 
awarded and all who correctly completea 
their entries received Bostitch B&R 
staplers for their personal use. 


Tempo’s Golden Anniversary 

Milo Harding Co., 
Los Angeles, manu- 
facturers of Tempo 
stencil dvplicating 
equipment and sup 
plies, is celebrating 
its 50th anni- 
versary. Milo M. 
Harding, founder 
and active head of 
the firm, began at 
18 in Cody, Wvo., 
selling tobacco and candy in front of 
the local news plant. When the Odd 
Fellows built a 2-story office building 
and rented the rear ground floor as a 
Post Office, Mr. Harding leased the front 
of the floor and sold his wares to people 


Milo M. Harding 


passing through. In those days, many 
items were sold on the roll of the dice, 
for double or nothing. To meet cus- 
tomer demand, he widened his line of 
products and shortly moved to Santa 
Rosa, Calif., where he opened a. sta- 
tionery and printing company. In 1928 
he sold out and moved to Los Angeles, 
having become interested in duplicating. 
There he started as distributor of 
stencils, 

The question, ‘‘What do the users 
want?’’ was ever foremost in Mr. Hard- 
ing’s mind and in 1928 they wanted a 
simple stencil duplicator. So he rented 
a shop and built the first push-feed sten- 
cil duplicator, the Tempograph. From 


| this was developed the present Tempo Im- 


perial Duplicator which Mr. Harding be- 
lieves to be today’s outstanding advance- 
ment in office duplicating. He did much 
experimenting on stencils before pro- 
ducing the present Tempo Film Steneil. 
Inks received his attention and he kept 
at them until he had developed the com 
plete line of Tempo duplicating inks in- 


THe Orrice—March, 1954 











;—> AN ADDING 
MACHINE 


ony *14% 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW COST! 


Here’s a bantam-weight, portablé adding 
machine that handles figure work as 
speedily and efficiently as many big, ex- 
pensive machines, Ideal for business rec- 
ord keeping, inventory work, payroll fig 
uring, billing, checking receipts, etc, 
OUTSTANDING ADVANTAGES 
dds, subtracts, multiplies by direct ac 
tion @ Easy, speedy operation; instant 
lial clearance ¢ 8-column capacity; totals 
always visible e (Guaranteed satisfaction 
or money back. 


See your office appliance dealer, 








stationer, or write— 


Reliable Typewriter & Adding Machine Co. 
1 W. Monroe Street ¢ Chicago 6, Iinois 





Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


NEW “Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS. In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE, Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 








vy SPECIAL OFFER! x 


Two Leading German 

Office Equipment 

Journals, at a big 
SAVING TO YOU! 


**BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
"DAS RATIONELLE BUERO'’ (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combination cost $11.00 


These vital Trade Jour- 
nals keep you up-to- 
date with the German — Continental Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 
P. ©. Box 415 e Flushing, N. Y. 


Tel: INdependence 3-6815 
VERLAG PETER BASTEN 


Annually 
Postfree 








Aachen, Germany 





RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 

TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
o RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. Washington 5, D.C. 
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cluding high speed, quick drying inks. 

‘*And we’re not through yet,’’ 
Mr. Harding. ‘‘We’re still adding new 
and better products . 
and dealers, too. 
tomers what they want and trying to give 
them just that,’’ 


assures 


. and customers 
We’re still asking cus- 


- FEDERAL - FEDERAL - FEDERAL 


OS 


One of the branch 
managers’ clinics of 
Clary Multiplier 
Corp. in Oakland, 
Calif. L. to r.: J. J. 
Blum, Lionel Dom- 
reis, Donald Kintner, 
Alfred Riha, B. J. 
Leavitt, R. A. Kins- 
man, C. L. Coburn 
Jr., J. W. Stallings, 
R. D. Dodge, J. L. 
Jackson, C. J. Blum 
Jr., Bruce Morgan, 
Harold Sollway, R. 
F. Wayland, W. S. 
Watkins. 


Rubber Bands Sales Manual 

The latest Product Training Manual 
of the National Stationery & Office Equip- 
ment Assn. 
Feb, 15. 


Rubber 


was released to members 
Manual No. 17, ‘‘ How to Sell 


Bands and Other Office Rubber 


- FEDERAL - FEDERAL - FEDERAL - 


ci aaee 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
HVNUNUNGRnnavee-ccceantdQH0011 
1. A. DEHN, JR. 
The Pionecr Adding Mochine Parts Mo 


ADDING MACHINE PARTS EXCLUSIVELY 


P.O. Box 144, Elmhurst Station, 
Oaktand 3, Calif. 


DICTATING MACHINE 
————=-S ALESMEN-——— 


Your equipment can be sold for special instal- 
lations when our “ECHO Verbatim Reporter 
Electronic,’” or "'HUSH-A-PHONE Voice-Silen- 
cer’ is added. Be up-to-date and don't miss 
any bets. Inform yourself. 


Write for bulletin “Voice.” 


HUSH-A-PHONE CORP. 


65 Madison Ave. Room 710 New York 16 
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HANG YOUR WAT ON HERE 
AND GO 10 WORK! 


This is the symbol of the H. M. Storms Company. 








It's “Records Eternal” . . . and we've magnified it here in 
this ad because it’s a big thing in your business life. It 
means increased profits and prestige for you. It represents 
black instead of red in your ledger . . . for Carbon Paper, 
Inked Ribbons and Carbonized Rolls. In short, it represents 
the STORMS PRIVATE BRAND PROGRAM. 


And here's how you benefit from 
this program. STORMS furnishes the 
packaging and imprinting of these 
items with YOUR OWN BRAND 
NAME ... so that you can success- 
fully compete with other brands. In 
this way YOU control the distribution, 
sale and repeat sale of these items. 
STORMS produces the finest grade 
merchandise, based on experience of 
over half a century . . . and is 
equipped to furnish you with a com- 
plete line of Carbon Paper, Inked 
Ribbons and Carbonized Rolls. 

So joir the dealers all over the 
country who are now successfully 
using the STORMS PRIVATE 
BRAND PROGRAM. It will pay 
you to investigate this plan today. 
Use the coupon for complete de- 
tails...or write on your letter- 


head to Dept. O2. 


Manufacturers of &R 
Sa 


the complete line... 
that stands the test of time. 


H. M. STORMS COMPANY 


Storms Building, Brooklyn 38, N. Y. 


H. M. Storms Compoey 

Storms Building, Brooklyn 38, N. Y. Pe 

Gentlemen: Company Name 
We are interested in the STORMS PRIVATE BRAND Address 
PROGRAM. Please send us complete information : y 

and samples. City 


BO oy © 1 O23 12 Oe AEE OLE 





oe better. os 
Get your 
letters read! 


_ Are you satisfied with just any kind 
of a letter? Or are you one of those par- 
fievlar people who take pride in the clean, 
looking letters they send? Any letter 
as good as the machine it is written , 
and with the OLYMPIA SM 3 De Luxe NEW DELUXE 


PORTABLE 


nn" It makes clean, 
sharp carbons and has many exclusive 
features not found on other machines. And 
in looks it’s a beauty. 


NTER-CONTINENTAL TRADING CORP. 
WEST STREET NEW YORK 6, N. Y. 





Experienced buyers of business machines 
recognize the importance of obtaining 
quiet, dependable operation. This ac- 
It pays to be counts for the increasing preference for 
office appliances driven by special appli- 


MOTOR CONSCIOUS cation Lamb Electric motors... known 


for long-life and trouble-free performance. 


when buying THE LAMB ELECTRIC COMPANY 
KENT, OHIO 


. 
business In Canada: Lamb Electric — Division of 


Sangamo Company Ltd. — Leaside, Ontario 


Lamb 7 mb Electiec 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 


machines 
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iquipment,’’ deals with production and 
manufacture of rubber and ways to sell 
rubber bands and other office accessories. 
A Leaders’ available for use 
with the manual as a training aid for 


groups, 


Guide is 


Silver Anniversary 


A quarter-centu- 
ry of with 
Marchant Calceula 
tors, Ine., was com 
pleted Feb. 15 by 
Harold  T, 


vice 


service 


Avery, 
president-engi 
neering. Mr. Avery 
is the 
the 

mechanism 


inventor of 
silent speed 
Harold T. Avery which 


has long been a 
feature of Marchant Calculators. Because 
of his comprehensive knowledge of 
mathematics, he is knowa to his associ- 
‘“the caleulator.’’ He 


pioneered many features of design and 


ates as human 
operation recognized as major strides in 


the development of rotary auto- 
matie caleulators. Mr. Avery 
Marchant in 1929 and two months after 
his arrival was named chief engineer, a 


held 


was appointed vice president-engineering, 


type, 
joined 


post he has since. Last June he 
one of the first two Marchant executives 
elevated to vice presidencies in the com 
44-year history. He 


inventor of many aeronautical and navi- 


pany ’s is also the 


gational devices, 


Underwood Ass’t to President 


Appointment of Matthew E. Meek as 
assistant to the president of Underwood 
Corp. was announced by L, C. Stowell, 
president. Mr. Meek joined Underwood 
as a clerk in the New York office in 1948, 
He entered 
Philadelphia in 1949 and was later trans- 
ferred to Scranton, Pa., as service super- 
visor. Later he was 
Youngstown, Ohio, branch and then re 
gional manager at Baltimore. 


the service department at 


manager of the 
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YOUR CUSTOMERS will be 


MORE wine’ a 


by documents, papers and 
checks protected by 


Schlegel punt : 
FASTENERS 


Nii laet-S 110] am Cole a1 Ea] 0) of -1am olelate| 


@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 
..- look “cared-for”... help win 
respect for you, your company, 
and thé papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 


Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


Schlegel 


382 N. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 
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TYPE CLEANING MADE EASIER 


with the amazing 


Typists and business 
machine operators want 
“Norte Plastic Type Cleaner 
it's easy to vse— no mess 
— © liquids to spill 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upo 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 





For Your Annual 


pereamtg ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 


139 Franklin St. New York 13, N. Y. 
* Reg, U.S. Pat. 











Wanted! 


BURROUGHS 
DUPLEX MACHINES 


SERIES A, 17 FIGURES 
HIGH NUMBERS 


PAUL THOR, Sonnenallee 35, 
Berlin-Neukélin, Germany 








Watson Chicago Representative 


Watson Mfg. Co., 
Jamestown, N. Y., 
announced the ap- 
pointment of Alfred 
M. Lehninger' as 
their Chicago sales 
representative for 
Rol-Dex and Trans- 
Dex filing equip- 
ment, Watson stock 
filing cabinets, and 
custom equipment 
for hospitals, banks, courthouses and 
other public buildings. His territory in- 
cludes northern Illinois and southern 
Wisconsin with offices at 8 S. Dearborn 
St., telephone FlImancial 6-2289. Mr. 
Lehninger was sales manager of Wat- 
son’s Rol-Dex Division the past five years 
and prior to that was manager of one 
of the Watson plants. 


Alfred M. Lehninger 


Friden Promotion Manager 


Appointment = of 

Kenneth C, Hed- 

een, former district 

sales manager at 

Philadelphia, to the 

position of — sales 

promotion manager 

of Friden Caleulat- 

ing Machine Co. 

was announced by 

Kenneth C. Hedeen L. B. Taylor, vice 

president. Mr. Hed- 

een, former newspaperman and_ pub- 

lisher in lowa and Minnesota, has been 

in Friden sales work since 1936 when he 

started in Des Moines. In 1939 he 

was promoted to sales manager for the 

distributor at New York. Two years 

later he was named district sales man- 

ager in Philadelphia when that office was 

made a company branch and there he 
continued his outstanding sales work. 

William Taylor Jr., former district 

sales manager at Baltimore, 

Mr. Hedeen in Philadelphia. Thomas B. 

Forbes, a Baltimore Friden salesman 
since early 1952, succeeds Mr. Taylor. 


replaces 
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FINER MA TERIALS fo i T I ER PRODUCTS 


DOMESTIC \ IMPORTED 








(ela ote) mn an { 


{ 
; 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons 








- Moller Products Corp. 


21 WEST STREET NEW YORK 6, N. Y., U.S.A. 
Telephone HAnover 2-5425 
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-FOR-ALL 


REFILLS BY FISHER 


THE 
AMAZING 

NEW 
INVENTION 
THAT FITS 
PRACTICALLY ALL 
BALL POINT PENS 


FAIR TRADED 
AS ADVERTISED IN 


AT 49c 
YOUR STATIONER 


fe PEN COMPANY jo 17, 


Pen enermraR. idk: | j 


YOURS for the asking ... 


“HOW TO SELL 
NUMBERING 
MACHINES” 


Only Book of Its 

Kind “ta Published 

- « « Devoted to Increasing Retail 

Sales and Profits on Numbering 
Machines... 


50 informative “meg 60 pages 
of valuable selling information. 
Write for complimentary copy. 


A. FORCE 


se gr M. 


- a APANY , RAT 


ZIO NICHOLS AVENUE, BROOKLYN 6,N.Y 


ALES OFFICES NEW YORK CHICAGO, SAN FRANCISCO ANADA 





Labeling's a Pleasure! 
Finding's Made Easy! 


with 
Pressure- ie 
Sensitive 


HANDY NEW LABEL HOLDER 
A Cel-U-Dex Product 


For office, plant and home labeling of Books, 
Binders, Boxes, Bins, Drawers, Shelves, Cabinets, 
Plans, Maps, Albums. 


JUST INSERT 
Your typed, written 
or printed label in 
Bind-X and 








STICK IT ON 


Sticks to metal, 
wood, leather, fiber, 
paper, glass, plastic, 
cloth, stone. Clear 
transparent window 
in choice of & col- 
ors. Sturdy reinforce- 
ment. Backed with 
latex adhesive. At 
stationers. 


Use flange-tyre 


_— 


=== ity 
30c Cs 


Makes 3 usual label 
holders, 1”, 34” or Yo” 
face. Choice of 8 colors. 


CEL-U-DEX 


1 Main St. 
Brooklyn 1, N. Y 


Bind-X for 
POST BINDERS. 














NOW Schwab Safes Have 
INNER DOORS for Added 
Protection and Convenience 


All Schwab Underwriters Class A, B and C Safes are 
available with inner doors as optional equipment. 
This means added protection against burglary. 
Added convenience, too, because outer door with 
combination lock need not be locked during the 
dey. Heavy steel plate inner door has paracentric 
key iock—in addition to standard 4-tumbler combi- 

nation lock on outer door. 


Write for illustrated folder. 


Swan THE SCHWAB SAFE Co. 


Lafayette, Indiana 
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Plastic Binding Firm 

Felix D. Kolben formerly with P.B.S., 
Plastic Binding Systems, Brussels, Bel 
gium, was elected president of Plastic 
Loose Leaf, Ine., 209 S. Jefferson St., 


Chicago 6. William L. Fritz, formerly 


William L. Fritz Felix D. Kolben 


assistant to the president of General 
Binding Corp. is vice president of the 
new company. Mr. Kolben has brought 
to this country several patented mechani 
cal bindings which were widely ae- 
cepted in European markets and which 
will be soon introduced in the U.S. 


Corporate Officers 

Effective last Jan. 1, officers of the 
newly formed U. 8S. Carbon & Ribbon 
Mfg. Co., Ine., Philadelphia, are B. M. 
Snyder Jr., president-treasurer; B. M. 
Snyder III, vice president; Charles R. 
Harlan, secretary. For the past 59 years 


B. M. Snyder ill 


Charles R. Harlan B. M. Snyder Jr 


this company operated as a partnership 
under the name of U.S. Typewriter Rib 
bon Mfg. Co., but because it now manu- 
factures an extensive line of inked rib- 
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POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


OFFSET... 
N SMUDGE... 
SLIPSHEETING 


New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 
and processing give sharp 
BLACK reproduction SAFELY 
... on open or closed drum du- 
plicating machines. Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 
GUARANTEED! 

I-lb. FLAT or ROUND CAN 

Yaelb. PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 22, ILL. 








MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


Burroughs 


Select Rough — Rebuilt 


@ BookKeEEPINc 
@ CALCULATING S| ; 
@ ACCOUNTING = 7 ” 
@ AvpiING ane BuLLinc machines bought, aad 
i pented, repaired or re- 
*“conditioned. Write for 
current prices. 


Sage 


SERVER SMES 350 BROADWAY, NEW YORK 13, N.Y. 
® Since 1927 WO 4-1240* cable: Hodgmach 





Complete plants for the 
manufacture of ; 


CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS ‘orm 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 


Manufacturing 
information and 














SAVES TIME AND WORK! 


O- lie 


DESK MODEL FOLDING MACHINE 


GUARANTEED 





bons and carbon papers, the decision was 
to change to a more fully deserip 
Snyder family elected to 


made 
tive name. The 
dissolve the partnership and 
corporation. 


form a 


Standard Sales Meeting 


Albert W. Vanderhoof, president, and 
Alan E. Bruce, vice president, Standard 
Duplicating Machines Corp., presided at 
the company’s national sales meeting in 
the Hotel Statler, Angeles, Jan. 22. 
Agency heads and salesmen were shown 
projected slides of the results of renova 
tion and remodeling at the factory and 
home offices in Everett, Mass. Mr. Bruce 
presented awards to the agency heads and 
star Lapel awards, 
designed for the Standard sales organiza- 
tion, are set with a full-eut diamond 
and numerals indicating the number of 
years the men have attained quota. This 
is the 17th vear this sales recognition 
hag in effect. 


Los 


salesman. emblem 


system heen 


Adrema Sales Manager 


Adrema_ Ltd., 
makers of Bradma 
British Addressing 
Machines and 
plies announced ap- 
pointment of S. V. 
Williams as general 
sales manager. Mr. 
Williams was for 
many years a sales 
executive with Ges- 
tetner Ltd. and is 
well known by the British equipment in- 
dustry. 


sup- 


S. V. Williams 


Pitney-Bowes of Canada 


K. Campbell Dalglish 
Pitney-Bowes of 


elected 
president of Canada, 
Ltd., succeeding Walter H. Wheeler Jr 
who was elected to the newly created 
office of chairman of the board. Mr. 
Dalglish affiliate of Pitney 
Bowes, Inec., as a salesman in Ottawa in 
1925, Toronto 


was 


joined the 


became branch manager at 
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Latin America = 


EXPORTERS 
MANUFACTURERS 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales. 


MONEY TALKS! Look at these official statistics for only one month’s 
exports. Then give serious thought to your own overseas trade. 
American manufacturers during last October (latest figures available) 
exported: : 


$190,810 of typewriters to Brazil. 

$23,180 of carbon paper and ribbons to Venezuela. 

$35,578 of pens and pencils to Peru. 

$18,386 of metal office equipment (desks, chairs, files, safes) to Ecuador. 
$116,028 of adding and calculating machines to Mexico. 

$32,366 of miscellaneous office supplies to Cuba. 


These figures are random samples. Annu- 
ally the entire Latin American continent 
will absorb a very impressive velume of 
your products. There are 19 countries in 


{a Latin America where all the office equip- 


ment and stationery importers, distribu- 


Te liti 1 tors, dealers and larger users receive La 
ANT OFICINA. They keep it, refer to it as a 


REVISTA DF EQUIPOS PARA OFICINASS 




















guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your products in the 
1954 La OFICINA. Its advertising rates 
are low—its coverage is complete. Your 
advertising in La OFICINA is basic to 
establishing and building a profitable Latin 
American trade. 


Send now for more detailed information 
on circulation, advertising rates and a 
copy of the last issue. 


OFFICE PUBLICATIONS 
COMPANY 
279 Madison Avenue 
New York 16, N. Y. 
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OFFICE MANAGERS! Substantially Reduces 
KEEP EXPENSES DOWN NOIS E 


4-WAYS reg : of Keyboard Graphotypes 


'. Elimirate hours of 
costi, band typing 
. Eliminate proof- 
reading 

. Completely elimi- 
nate errors 

. Eliminate sending 
out for photo copies 


WITH 
EXACT - PHOTE - COPY | 


i SLECTRR conte to IN-ONE id SOUNTROL Noise Reducing Hoods, the re- 
J photo eetl o~ al aad we sult of many years’ research by acoustic 
automatically in seconds. engineers, protect workers from tiring 

it doesn’t cost, it pays you to own the new, compact noise—increase roduction and work ac- 
EXACT-PHOTE-COPY. machine, There’s NO darkroom, | curacy Your raphotypes can be relo- 
NO chemical fumes, NO washing, NO fixing, NO drying. ted f better work flow when noise is 
Simple to operate. Produces 60 to 90 copies per hour of cares vor bere Mer 7 
anything typed, written, printed or drawn. Size 12” eliminated and machine's appearance is 
wide by any length, |-side or 2-sides. Nev AC. Grey improved. SOUNTROL Noise Reducing 
vinyl exterior. 47 tbs. > aang start at $105 Hoods do not increase floorspace, retard 
Made in U.S.A Fully ace ventilation nor interfere with machine serv- 
Write for FREE brochure todoy ... icing. Write for full information today! 


GENERAL PHOTO PRODUCTS 'cO., INC. JARDIN ASSOCIATES, INC. 


15 SUMMIT AVE., CHATHAM, NEW JERSEY = Mai LY. 
Manufacturers of dry and wet process photo 73 Maiden Lane, New York 7, N.Y 


copy equipment. 

















TYPEWRITERS If Don’t drop 


pe opel that screw ! 4 


and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


Hold it with an 
H.J.J. Serew- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


——w 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 
Proven—Best by Test—Best for Less THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. @ 


(Tritiitifiiiti il 


€ 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13.N y 





AO 


THe Orrice—March, 1954 





in 1935, and vice president and general 
manager in 1941, His company originated 
the Dominion’s metered mail system in 
1923 and its postage meters today ac- 
count for nearly two-fifths of Canada’s 
postal revenues. The company also dis- 
tributes tax-stamping and special ma- 
chines for business and government, and 
is a major supplier of post office equip- 
ment. 


Portables Survive Shipwreck 


Eighty Olympia Portable Typewriters 
were recovered by divers from the S.S. 
Flying Enterprise which sank in 1952. 
The machines were undamaged after 18 
months in the Atlantic and worked per- 
fectly after a routine overhauling. 


O.T.A. Prices Include Tax 


Prices of Resulta Adding-Figuring Ma- 
chines, as advertised in the January issue 
of THE OFFICE, include Federal ex- 
cise tax: $295.50 for the 89SE; $319.75 
for the 89CE; $359.50 for the 1011CE, ac- 
cording to H. L. Barnhardt, Business Ma- 
chines Div., Oerlikon Tool & Arms Corp. 
of America, Asheville, N. C. 





Vie Sitcorder 


FIRST TRE DACTATING MACIENE APPLICATION 
OF THE MAGNETIC PRINCIPLE OF RECORDING 


LOWEST PRICE mACHENE 10 MeSTALA 
LOWES! COST MACMONES TO wHINTaLN 
AHD OPERATE 








J. S. Gladney, Dictating Machine Service Co., 
is exclusive Rex-Recorder dealer in Phila- 


delphia. 
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FF secsons F7 scsons x — 
Poe) PAYABLE | ry] j 


au 4 


“PROTECT YOUR RECORDS 
AT POINT OF USE 


. CI PAYROLL 


IN HERCULES’ MULTI- 10x 
INSULATED STEEL FILES 


Most of the files you now own contain papers 
whose loss might put you out of business. If 
they’re erdinary steel files they're incinerators. If 
they’re Hercules insulated steel files taey’ll pro- 
tect your records against a one-hour fire of 1700°. 


Moreover, Hercules exclusive patented locking 
arrangements offer you tailor-made controls, 
on individual drawers, with keylocks,or combina- 
tion locks, or both. All this for about twice the 
cost of uninsulated steel files. 


Moral: wherever you keep and use records, keep 
them safe 24 hours a day in Hercules insulated 
steel files. 


See your office equipment dealer or write to 
Meilink Steel Safe Company, 1672 Oakwood 
Avenue, Toledo 6, Ohio. 


WITH MeuwinK IT’S FOR KEEPS 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folder on Hercules insulated 
steel files. 


Name 
Company 
Street Zone 


City State 
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-ADVERTISERS > 





Acco Products, Inc. 

Acme Adding Machine Service & Sales camp, 212 
Add-A-Drawer . 129 
Addo Machine Co. meP 

Alexander Hamilton Institute, Inc. 

Allen Business Machines, Inc., 

Allied Carbon & Ribbon Mfg. Corp. 

Amberg File & Index Co. : 

American Dictating Machine Co. 

American Photocopy Equipment Co. 

American Writing Paper Corp. 

Ames Supply Co. ; Resta 
Applaud Sales Co. 

Archbold, A. A. 

Arrow Fastener Co. 

Atlas Stencil Files Sop. 
Autocopy, Inc. ; 


Bankers Box Co. 
Basten, Peter . 

Bates Mfg. Co. 
Blaisdell Sencii a... 
Bohn Duplicator Corp. 
Borroughs Mfg. Co 
Bruning Co., Charles 
Bud Type Cleaner Co. 
Burroughs Corp. 


Can-Pro Corp. ...... 
Cel-U-Dex Corp. 
Challenge Machinery Co. ............... 
Codo Mfg. Corp. 
Cole Steel Gecipenens Co. 
Collin-Benton Co. 
Colonial Carbon Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Copease Co. 
Copy-Craft, ew 
rmac capetesen, Inc, 
Cotterman D. 
Coxhead The Figs Ralph Cc. 
Cramer Posture Chair Co. 


Dehn, Jr., |. 

Dennison ‘wate ‘Co. 
Dewberry E Co. ‘ 
ewberry Engravin °. 
Dick Co., 3 a 
edna > 

Ditto, Inc. . 
Dupli-Voice Co. 


Eagle Pencil Co. 
Eastern Corp. 

Eria Speed Labels 
Esleeck Mfg. Co. 
Evans Specialty Co. 
E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co., A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Federal Cash Register Co. 

Felt & Tarrant Mfg. Co. ... 
Filmsort Inc. 

Fisher Pen Co. ... 

Force & Co., Wm. A. 

Frankel Mfg. Co. 

Friden Calculating Machine Co. 
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Gates Associates .. 
General Binding Corp. 
General Photo Products Co. 
Gestetner Duplicator Corp. 
Gibian, Richard 

Gilbert Paper Co. ... 
Globe-Wernicke Co. 


Haloid Pg 

Hano Co. 

Harris- Seybold Co. 
Hart Mfg. Co. 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 
Ink Specialties Co 

Inserting & Mailin Machine Co. 
Inter-Continental Trading Corp. 

International Business Machines Corp. 
International Cash Register & Parts Co. ........ 
International Office Appliances, Inc. 

Invincible Metal Furniture Co. 


Jardin Associates, Inc. ......... 
Judson Formprint, Irc. 


Kee-Lox Mfg. Co. 
Kellogg Switchboard & Supply Co. 


Lamb Electric Co. 

Lee Products Co 

LeFebure Corp. 

Litho Engineering & Research 


Magnetic Recording Industries 
Manifold Supplies Co. 
Manpower, Inc. 

Marchant Calculators, 

Maso Steel Products 

Mayer Mfg. ‘ 

McBee Co. ... 

Meilink Steel Safe Co. 

Mendes Corp., J. Curry 

Mercury Business Machines Co. 
Mime-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Moller Products Corp. 

Monroe Calculating Machine Co. 
Moore Business Forms, Inc. .. 
Moore, Inc., P. 

Moran's Sons, Thomas J. 

Morris Co., Bert M. 

Multistamp Co. ...... 


National Blank Book Co. 
National Cash Register Co. . 
National Office Furniture Assn. 
National Vulcanized Fibre Co. 
Neenah Paper Co 
Nekoosa-Edwards Paper Co. 
New England Paper Punch Co. 
Norta Distributing Co. ; 
Northwest Metal Products Co. 


Otfice Appliance Co. 

Office Products, Inc. ... 

Office Publications Co. ......... 
Office Research Institute, Inc. . 
Oid Town Corp. ... 

Olivetti Corp. of America 
Outlook Envelope Co. 
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Packwood Mfg. Co., 
Parsons Paper Co. 
Peerless Imperial Co. 
Pelouze Mfg. Co 
Photostat Corp, ........ 
Pilfur-Pruf Safes . 
Pitney-Bowes, Inc. 
Plymouth Rubber Co. 
Potomac Products 
Print-O-Matic Co. 


Rapid Roller Co. 
a Inc, é 
Typewriter. 0. 


Record Files, 
Regal ; 
Regna Cash Registers, Inc. .. 

Reliable Typewriter & Adding Machine Co. | 
Remington Rand Inc. 

Replica Products Corp. 

Rex-Rotary Distributing Corp. 

Rite-Line Corp. 

Roberts Rubber Cco., Weldon .. 

Robertson Photo-Mechanix, Inc, 

Rogersnap Business Forms 

Rol-Dex Division ......... SEO E S: 
Rose Ribbon & Carbon Mfg. Co. .............. 
Repel THMOWNNNOE TOs ck iesis nice vecsscecacnss 110, 


Safeguard Corp. 
Saunders Mfg. Co. .. 
Schlegel Mfg. Co. ... 
Schwab Safe Co. 
Schweitzer, Inc., 
Scott-Rice Co. 
Shaw-Walker Co. 
Shredmaster Corp. 


TECHNYSCOPE MODEL F.2 


(Ilustrated with glass removed) 

The use of FLOURESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete |e Covcccescccccccs SROO 


st Information from 


TECHNYGRAPH. COMPANY, TECHNY, ILL 


THe Orrice—March, 1954 





S-K Forms Co. . 50 
Sendiad Mila, Ce. ...-..ccccccccesscvnsscsevecass 140 
Smith-Corona, Inc. Cover Il 
Speed-O- Print Corp. . 55 
Standard Copyholder Sales & Distributing 
Standard never Oy Machines Corp, 

Standard Manifold 

Staplex Co, 

Stile-Craft Manufacturers, 
Storms Co., 

Strohmeyer & Arpe Co. 
Sturgis Posture Chair Co. 
Swift Business Machines Corp. 


Inc. 


Tab Products Co. 
Technygraph Co. 
Thomas Collators, 
Thor, Paul .. 
Tiffany Stand Co. 
Times Facsimile ’ 
Tubular Specialty Mfg. ‘Co. 


lnc. 


eee Corp. ied 
S. Carbon & Ribbon Mfg. Be is: 
United States Envelope Co. ; 


Vari-Typer, The ..... 
Verd-A-Ray Corp 

Victor Adding Machine Co. 
Vogel-Peterson Co. 


Watson Mfg, Co. 

Wausau Paper Mills Co. 

Weber Label & Marking Systems 
Webster Co., S. 

Worden Co. 

















PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘“'Outlook'’ Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 
proves personnel relations, 

Send us check you now use and we will submit 
sample Paycheck ‘Outlook’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE C0., 


Or or f “Outlo fr 


Est. 1902 








“Who’s Calling?” 


66 HO’S CALLING?’ ‘‘ What 
do you want to speak to him 
about?’’ Even worse, when 

you answer your phone is to hear, 

“* Just a moment Mister (Your-Time- 

Isn’t-So-Important), Mister (Big- 

Shot’s) ealling.’’ 

Daily, in large and small organi- 
zations, is this egregious display of 
bad telephone manners losing good 
will and even the so-precious time 
it is mistakenly thought to save. 
When the cumulative, subconscious 
resentment and bad impressions are 
added, many firms lose an inderter- 
minate but definite portion of that 
good will and increased sales their 
five and six-figure advertising and 
publie relations budgets are designed 
to achieve. 

Despite occasional campaigns 
from telephone companies urging 
direct connection of caller and per- 
son called, and deploring the dis- 
courtesy of having your secretary 
eall another and tell him to wait for 
you, these bad habits persist. 

In normal business and govern- 
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ment conduct no one is so pressed 
that they cannot grant the sound of 
their voice to a caller upon request. 
It is a basic courtesy demanded by 
your own self-interest. Certainly 
the combination of wasted time dis- 
cussing the caller’s identity, with 
secretary and the switchboard opera- 
tor, plus the resentment engendered, 
is a greater loss than the few seconds 
required to rid oneself of the rare 
unweleomed caller. 

Here’s a legitimate area for office 
executives to claim the notice of top 
management and obtain that recog- 
nition for office management levels 
which is so frequent a topic at man- 
agement association meetings. The 
office manager is primarily respon- 
sible for the proper physical con- 
duct of company communications. 
The telephone is one of the 
most vital instruments within that 
province and should be used con- 
structively. Stress the value of 
putting calls directly through to 
the recipient with no questions 
asked. Above all, discourage the 
flagrant rudeness of telephoning an- 
other person via your employees 
only to keep him waiting for you to 
come on to tell him the purpose of 
your call. 

If you can inaugurate correct tele- 
phone procedure throughout your 
organization, not only will you have 
made it pleasanter for everyone con- 
tacting your company as well as 
achieving a basie objective of good 
office management, but you assur- 
edly will have guaranteed your com- 
pany profit equal to any great sales 
order. 
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MAKE 120 BRIGHT COPIES A MINUTE 
-IN | TO.5 COLORS AT ONCE OF ANY- 
THING YOU TYPE, WRITE, OR DRAW 





© SALES LETTERS 

* BULLETINS 

* MAPS 

* PRICE SHEETS 

* MENUS 

* QUOTATIONS, 
BIDS 

* POSTCARDS 

© ESTIMATES 

* BLANK FORMS 

© SKETCHES 

* STATEMENTS 

© SPECIFICATIONS 

* GRAPHS 

* CONTRACTS 

* MUSIC SCORES 

* HOUSE ORGANS 

* NOTICES 

* RADIO SCRIPTS 

© DRAWINGS 

* EXAMINATION 
QUESTIONS 

* NEWS RELEASES 

* LESSON SHEETS 

* REPORTS 





eNO MATS! 
eNO STENCILS!? 


- 
é 
Po 


eNO INKING: 
eNO MAKEREADY!? 


NEW 
DITTO. D-10 


LIQUID PROCESS DUPLICATOR 


with MAGIC Fingertip Copy Control for 
All-Over Brightness of Every Copy 


@ The new Ditto D-10 provides the quickest, most 
economical and most satisfactory way to make 
copies. It’s ready for instant use: your original 
writing, typed sheet or drawing is your “Master” — 
No stencils to cut, no type to set, no inking, no 
makeready. You turn out 120 bright copies a minute, 
in one to five colors at once, on varying weights of 
paper or cord, in sizes from 3 x 5 up to 9 x 14 
inches in size. 


MAGIC CONTROL INSURES BRIGHT COPIES 
The sleek lines of the D-10 proclaim worthiness within. It 
has smooth, Balanced action, it has wear-and corrosion- 
resisting stainless steel ports. Magic -copy contro! makes 
every copy clean-cut and bright. Sure and simple, 0-10 
makes on expert of every user. Let us prove it-—~you 
be the judge! DITTO, Inc., 2213 West Herrisen, 
Chicago 12, Iif., Branches in Principal Cities. 


FNAL vemonstearion—no OBLIGATION! 





improved 


Underwood Sundstrand 
Adding-Figuring Machine 


makes figure-facts 
. rol 


Z 





eS 
The Origine! 
Touch Methed 


with New 


e faster 


© easier to operate 


© quieter © simpler to multiply 


No matter what kind of figure work you 
do, you'll get faster results...with Jess 
effort ...by using the superbly quiet 
new Underwood Sundstrand Adding- 
Figuring Machine. 

New, advanced design, plus the fa- 
mous Underwood Sundstrand 10-key 
Touch Method Keyboard, brings you 
these important advantages: 

..greater cycle speed...approximately 

20%, faster 

..new Multi-Flex Bar, for all 
calculations 

...multiplication made easier and faster 

..easier correction of errors with new 
electric correction key 


You'll be amazed at the time and 
money savings you get from this ma- 
chine. You'll be delighted with its speedy, 
accurate and QUIET performance. And 
how your operators will love its smooth, 
cushioned untiring action! 

Ask your Underwood Representative 
... listed in the Yellow Pages of the 
Directory ...for a demonstration... 
and begin to roll with 4-point control. 


Underwood Corporation 


Adding Machines... Accounting Machines... 
Typewriters...Carbon Paper... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto1,Canada 
Sales and Service Everywhere 


SAG 
UNDERWOOD 





